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“MAKE  NO  BONES"  ABOUT  IMPROVING 


TYPING  POSTURE 


New  brilliant  touch.  Kasier,  spttKJier  .  .  .  Ix?- 
caust*  it’s  ounces  li^^hter.  Irulivulual  coil  sprinKs 
on  each  key  are  matched  to  the  varying  strength  of 
your  Imuers. 

2  New  lightning  -  quick  carriage  return. 

I-iuhter,  frwr  movement . . .  carriage  whips  l)ack 
at  your  lightest  touch.  I.ever  isdrajx'fl  for  maximum 
comfort  and  convenience. 

0  New  Royal  Twin«Pak  . . .  the  clean  and  easy 
rihlxm  clumber.  Ix'ts  students  chaiiKe  ril)lx)ns  in 
seconds  without  smudniUK  lingers. 

^  New  speed  spacer.  Sixice  Ixir  is  sIo|X‘d  to 
lit  thumi)  comfortably.  Won’t  ’’iKHince”  even  at 
hi^h  sjxvd. 


sf  (1)1(1  a  )'(l 


0  New  line  meter  . . .  tells  students  how  many 
lines  to  end  of  pane.  1  lelps  students  learn  proper 
copy  placement.  All  scales  are  uniform. 

0  So  quiet ...  at  least  'M)%  quieter  than  lx.*fore. 

Cuts  down  disturbance  to  other  stufients  and 
other  classnxmts. 

"J  New  brilliant  two-tone  colors  created  by 
a  famous  cokjr  stylist.  Hrinfiten  up  your  class- 
rtxmts,  banish  eye  nlare.  At  no  extra  cost. 

Like  all  Royals,  this  brilliant  new  staiulard  stands 
up  sturdily  to  day-in  and  day-out  classroom  ixumd- 
inn.  Retpiires  less  servicinn.  Takes  less  time  out  for 
repairs.  Ask  your  Royal  Representative  to  brinn  one 
in  for  a  demonstration  at  no  oblination  to  you. 

I’riidiK'l  Koyal  Mrltrr  CurimralMm  wijrM't  larnrst  irunufarlurrr  (M  ly|irikri(rni 


BRILLIANT,  NEW  ROYAL  STANDARD 

is  easier  on  ike  teacher. . .  easier  on  the  student 


'I'here  are  at  least  seven  k^xxI  reasons  why  the 
brilliant,  new  Royal  will  help  six.*ed  up  the 
student's  skill  development  and  ^ive  you  more 


satisfying  teaching  results,  l^rx^k  them  over  and 
you’ll  see  why  Rf)yal  is  the  “most  wanted’’  tyjx.*- 
writer  in  sch(X)ls  Uxlay. 


Shorthand  Teachers 


This  integrated  set  of  TWO  45  RPM 
Dictation  Disc  Records. 


I  he  lll^l  iei(ii<l  (oiiijiiiii  I'i  imiiiiiiimi 
<il  leal  olfue  sl)le  hii%iiievi  ih<l.ilioii  liuiii 
ihi-  hie*  <>t  ihe  DidJlioii  l)is(  . 

It  iiK  hi(i(**  the  (hdllKe^  diiil  iitiiediiMis 
iii.Kle  h\  the  (iiddliti  Ihe  lecoitl 

loiiidiii*  the  key,  kitdiKhi  ihddiKiii  titiieil 
at  Mil  word*  |m-i  ininiiie  tut  iiv  a*  laiitiliai 
iiiattei,  *|><-e<l  piadiii  allei  the  liatiM  i i|> 
tiiMi  of  Ihe  ditiaiion  oii  the  lii*i  leiotd. 

Ihe  hi<tl  leioiil  tetve*  as  a  hatti*  for  oiie 
jieiiiHt  of  iiiailahh-  iiaiisdiption  at  the 
isiM-vsiilei. 


Siiii|>ly  hll  ill  the  ioii|<«iii  ami  mail 
liMlay  to  |iio\e  to  yoiiivll  Ihe  value  of 
this  tiKMieiii  leaihiiiK  aid.  Ihe  didalioii 
material  was  taken  fiom  ihe  adiial  loi 
res|M>iideii(e  file*  of  ihe  llidaiioii  l)is< 
(ami|>ariv  so  dial  yon  may  latiiiliaii/e 
yourself  wiih  ihe  eiiliie  |iio){iam,  and  al 
die  same  time  examine  die  llawles*  f|iialiiy 
of  die  refolds.  I  heie  will  lie  flisfonnl*  for 
you  ami  voni  siiidenis  Semi  for  your  flee 
iiilegialeif  m-I  of  Didalion  Him  sfioilliand 
leioiifx  loflas.  .\l  your  ief|iiesi  we  will 
also  semi  sou  as  many  ifipien  of  our  free 
devii|)live  priniefl  mailer  at  you  iletire 
for  distribution  to  your  student*.  Mail 
the  coupon  now! 


MAIL  TODAY 

FM  rOUl  FIEE  BKTITION  DISC  lECOIOS 


Dictation  Di*c  Company,  Dopt,  BW9 

170  Broadway,  Now  Yorli  3B,  N.  Y. 

PI«M«  onh  mf  h»»  iuftaiattO  Mt  *f 
OictatiM  Disc  racordt  No  o*litati«fi 

Q  riooM  Mod  mt  fro*  dttciiplivo  pfiolod 
oiottor  to  vlodoolt 


lluiaiion  l>is<  lecoifl  sssiem  now  useil 
tiy  over  l.'dMi  leaifiiiK  sfliofils! 

More  ami  more  leailieis  are  making 
dlls  hel|dul  liome  pradite  aiti  avaitahle 
ifi  then  simlenit  Ihe  exiia  flidalion 
|iiadice  ai  lioiiie  really  generalet  a  new 
eiidiusiasm  in  sour  slmfenl*,  wtiufi  it 


Vliooi 


D«pl  IWt.  170  Broddatf 

Ntw  Vorti  SI,  N.  T. 


School  Slroot  Addrou 


(KTOBER,  19.5' 
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BUSINESS  EDUCATION  WORLD 


You  prepare  students  for  quicker  placement  and  faster  on  the  same  machines  they  will  use  in  their  office 
advancement  when  school  training  is  like  actual  office  jobs.  These  texts  were  prepared  by  Comptometer 
practice— and  that's  exactly  what  these  practical  texts  with  the  cooperation  of  the  Foundation  for  Business 
are  designed  to  provide.  With  these  four  texts  your  Education.  Help  your  students  and  help  yourself— 
students  encounter  everyday  busiriess  requirements,  mail  the  coupon  todayl 


ptometer  G 


orporstion 


Comptom«t«r  Corporation 
1705  Mariktitld  A««  ,  ChK«t«  Ml 

6«nll*m«n;  PlaaM  tand  ma  rouf  fraa  Taach- 
tng  Atd*  at  Chackad: 

in  » Cl  3 ' j  4 □ 

□  Sand  Taaching  Aidt  on  COMPTOMCTCA 
Addtng-Calciilaling  Machina 


BULLETIN  BOARD  MATERIAL 
Tha  Maaning  o4  a  Dollar  an  Hour . . ,  Dictating 
Machinaa  Poatar.  Eiplalna,  llluatrataa  naw  typa 
dictation  machina  that  ovarcomaa  ob|actlona 
to  machina  dictation.  Includaa 
dlacuaalon  quaatlona. 


METHODS  OF  TEACHING  TRANSCRIBING  MACHINES  ^ 
Oulda  to  practical  taaching  ob|actl«aa  and  I 
mathoda.  Eiplalna  latatt  aclantific  davalopmanta  / 
ambodlad  In  Comptomatar  Commandar  L 
dictation  machina.  Diacuaaaa  lava!  o4 
achlavamant  that  can  ba  attalnad.  Outllnat 
taaching  program. 


TYPING  TESTS 

Dictation  Machina  Tranacriptlon  Mada  Eaalar. 
Foldar.  Contalna  practical  typing  apaad  and 
accuracy  laata.  Simpllllaa  tha  chacking 
procaaa.  Contalna  rough  draft  copy  ot 
longhand  and  lypad  malarial  lor  pulling 
Into  llnal  form. 


FIVE-LESSON  MANUAL 
Dictation  Machine  Oparalion.  Piva-laaaon 
taitbook.  CIvat  atanographic  aludania 
acquaintancaahip  akill  with  tha  tranacribing 
machina.  Uaa  with  pra-racordad  balta  ol 
dictation  praparad  lor  mailmum  looming  with 
minimum  practica— amployo  tha 
appranticaohip  mathod.  traaa  taacnara 
tor  other  dutlaa. 


never  had  a  mimeograph 

*  »  0 


SHRKESPEfi^ES 

mEf^CHRnr 
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fj  ,,, 


muiiC  Groups  b«t 
For  Coocoft 


BUSINESS  EDUCATION  WORLD 


.  With  the  new  A.  B.  Dick 
mimeographs  you  have  the  cleanliness 
and  convenience  of  paste  ink  plus  automatic 
''  closed  cylinder  inking.  Gone  is  the  need 
for  hand  brushing.  There  are  no  dials  or 
levers  to  manipulate  yet  these  new  machines 
are  producing  up  to  20,000  copies 
with  just  one  inking. 

But  suppose  you  prefer  to  use  the  new 
fast-drying  fluid  ink  that  eliminates 
show-through  and  set-ofT  even  on  hard  finish 
papers?  Okay.  For  the  first  time  you  can 
have  a  mimeograph  with  your  choice  of  either 
a  paste  ink  or  fluid  ink  cylinder.  Elec  tronic 
stencils  that  let  you  mimeograph  complex 
illustrations  and  ruled  forms,  even  facrsimiles 
of  half  tones  can  be  used  with  both 
kinds  of  cylinders. 

All  the  new  A.  B.  Dick  mimeographs  have 
an  improved  feeding  system  that  handles 
unevenly  cnit  paj)er  and  card  stock  including 
ream  ends.  0|)erating  instructions  are 
permanently  mounted  on  all  machines; 
controls  clearly  identified.  And  remember, 
all  A.  B.  Dick  mimeograph  products  can  be 
used  with  all  makes  of  suitable  stencil 
duplicating  equipment. 

Nou’  add  the  fact  that  these  mimeographs 
are  lower,  much  lower,  in  price. 


ABDICK' 

DUPLICATING  PRODUCTS 


Mail  coupan  for  more  infomation. 

Or  call  your  A.  B.  Dick  Com|>any 
distributor  listed  under  Duplicating 
Machines  in  the  classified  section  of 
your  phone  book. 


A.  B.  DICK  COMPANY  d#»i  scw  io? 
A700  Touhy  Avenue 
Chicago  31,  Illinoia 

Without  obliRHtion  please  send  me 
informition  aiK>ut  the  new 
A.  li.  iJick  mimeographs. 


AddreuH 
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Meriiam- 

Wfebster 


is  the 


Wfebster 


for 

yoo! 


Wlirn  you  think  of  a  de>k«aize 
“  Webst  er*'d  ict  iona  r  y ,  y ou  probabl  y 
mran  Webtler’a  New  Coilrgiate, 
the  handy-aize  Merriam-Webaler 
published  by  G,  &  C.  Mrrriam  Co. 

•  Only  Welmler’a  New  Collegiate, 
by  Merriam,  ii  baaed  on  the  un* 
abridged  Webater’a  New  Interna¬ 
tional  Dictionary,  Second  FUJition 
—  relied  on  at  “the  Supreme  Au¬ 
thority”  throughout  the  Knglith- 
tpeaking  world. 


•  Only  Webtter’i  New  Collegiate, 
by  Merriam,  it  produced  by  a  com¬ 
pany  tpecializing  entirely  in  dic- 
tionariet  — for  over  100  yeart. 


•  Only  Webater’a  New  Collegiate, 
by  Merriam,  it  kept  up  to  date  by 
a  large  permanent  ttaff  of  expertt 
in  dictionary  making. 

#  And  Webtter’a  New  Collegiate, 
by  Merriam,  it  required  or  recom¬ 
mended  by  nearly  all  colleget  and 
univeraitiea. 


Only  *5 

TltwMk-tfid«B«4  $4. 
At  4«portM«nt,  book 
or  •totiooory  iloro*. 


o.  4  c.  MiRiiAM  CO..  tetiNoriiio  a.  mass 


Now  TIIAT  YOL’K  f.’LASSES  have*  rcsiiine-el  you  may  Ik*  fat-etl  with  ii<*w 
prohle-ins.  Or  pe-rhaps  you  have*  an  ide*a  or  two  that  may  help  othc'rs. 
Why  not  se'iiel  fhe*m  lK»th  in  for  your  readers  to  se*e-.  Rerne-mlKf ,  this  ye-ar  we’re 
again  offe-ring  prize-s  id  $2.*)  and  $15  for  the  two  lK*st  mttutums  we  ret-eive  and 
pri/.e-s  of  $10  and  $5  for  the  two  lK*st  iirohlf'ttm.  ,\ll  lette-rs  re-eeive-el  up  until 
May  I,  1958,  will  he  eligible. 

Se-nd  Ixith  yoiir  prohk-ms  and  your  solutiiHis  to  l^oblem  Cdinic, 
KlH)<;A'lie>N  We)ni,i>,  “Vlf)  We-st  42  Stre-et,  New  York  .‘10,  New  York.  Semi  in  u 
earlKM)  of  every  seiiution  so  that  we  can  immediately  forward  it  to  the  teae*lM‘i 
with  ihe  prohle*in.  In  the  i.ni'antime,  here  is  a  m'w  problem  and,  following  it, 
the  two  problems  we  published  last  month. 

I  have  returned  to  teaching  after  an  abseme  of  ten  years.  1  have 
noticed  that  the  method  of  figuring  the  net  words  per  minute  in  typing, 
as  is  recommended  by  the  text  that  I  use,  is  different  from  the  method 
1  formerly  used. 

My  textbook  recommends  dividing  the  gross  strokes  by  five  to  get 
the  gross  words,  subtract  number  errors,  and  divide  by  length  of  time 
to  get  net  words.  Formerly,  I  penalized  each  error  10  words.  I  under¬ 
stand  that  state  contests  and  employment  agencies  al  o  penali/e  10 
words  for  an  error.  Which  method  should  1  follow  and  why? 

Pkahi.  Zkwk 

Hi'srrtr,  Ijnii'tuiini 


S«pt«mb«r  Problems— 

1.  I  am  the  only  butiness  teacher  in  a  small  high  sch<K>l  with  an 
enrollment  of  approximately  85.  I  have  three  classes  in  typing  and 
usually  have  about  twenty  students  taking  beginning  typing  and  seven 
enrolled  for  the  advanced  course.  I'he  class  periods  are  forty-five 
minutes  in  lengtii.  The  sch«M)l  is  located  in  a  small  rural  community. 
A  few  students  from  each  graduating  class  go  on  to  college.  Most 
of  the  girls  are  married  within  a  year  after  they  are  graduated 
from  high  scIkm>I.  One  or  two  members  of  each  group  work  in  an 
«>Hice  or  clerk  in  a  retail  store  for  a  few  years  after  they  finish 
high  school. 

Here  are  the  situations  that  take  so  much  of  my  classroom  time 
that  I  am  forced  to  neglect  s|>eed  building  and  omit  several  units 
that  1  feel  should  be  taught.  (Since  I  am  considered  a  demanding 
taskmaster,  I  cannot  assign  mure  outside  work  than  I  now  recpiire.) 

a.  I  sponsor  the  monthly  school  newspaper,  which  consists  of  four 
printed  pages  and  three  legal-size  sheets  of  duplicated  grade-school 
news.  .Since  there  is  no  ioiimalism  class,  some  of  the  writing  and 
all  the  typing  of  c^rpy  for  the  local  printer,  as  well  as  the  cutting 
of  stencils,  are  considered  typing  profects. 

b.  There  are  few  duplicating  machines  in  town,  so  the  typing 
classes  cut  the  steiH'ils  and  duplicate  the  yearb«M>ks  for  various  chim*h 
and  civic  organizations.  The  groups  pay  only  for  the  supplies  used, 
and  the  m«>ney  is  placed  in  the  general  school  fund. 

c.  Various  departments  in  the  schiMsI  look  to  the  Imsiness  students 
to  type  reports  and  papers.  The  drafts  that  they  submit  are  often 
carelessly  prepared  and  are  frequently  given  to  us  only  a  few  days 
before  the  finished  product  must  be  ready,  1  refused  to  accept  some 
of  these  reports  and  had  the  unfortunate  experience  of  having  the 
teachers  turn  to  some  of  my  |>oorer  students,  who  did  the  work  without 
supervision.  Then  the  rumor  was  circulated  that  the  typing  students 

{Citntiuurtl  <m  tiert  ftaKf) 
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BUSINESS  EDUCATION  Wr)RLD 


YOU  CAN  MAKE  MONEY  MANAGEMENT 
A  DYNAMIC  PART  OF  YOUR  TEACHING 


Select  the  materials 
you  need  from  our 
Money  Management 
teaching  aids! 


•  12  booklets  llic  ha^^c  ar«’a>  of  imiiviil- 

ual  or  family  Hpmiding  siirli  aH*.  shrllrr,  i*({iii|)nirnl, 
Hlio[tpitig,  li(»mi‘  funiisliiiigs,  aulomoliilfK,  fixal, 
clothing:  chiltircii'H,  Iccii-agc,  and  family  H|it‘nding 
{ilaiiH.  Fiach  booklet  i><  attractive  in  design,  inter¬ 
esting  in  content,  and  completely  authoritative. 

•  5  dramatic  filmstrip  lectures  available  on  free 
loan  for  (»ne  week.  I'here  are  color  lilmstri|)s  on 
fo<Nl,  hbopping  and  clothing,  plus  hlaek-and-Hliile 
treatments  of  huiigeling  and  cttiisumer  credit.  F.ach 
.'fS-mm.  hlrnstrip  comes  complete  ^itli  l(*eture  for  you 
t<»  rea<i  as  pictures  are  sIiohii. 

W  ise  handling  of  money  is  something  that  lias  to 
In*  taught  young  |N‘ople,  and,  onee  learned,  can 
make  a  hig  ditlerenee  in  their  adult  lives. 

Von  e4in  integrate  money  management  into  your 
classroom  teaching  hy  stimulating  discussions 
related  to  students'  own  iinances,  letting  students 
share  in  the  planning  oi  class  budgets,  including 
huymanship  information,  and  stressing  the  impor¬ 
tance  of  establishing  goals  for  all  of  their  s|N*nding. 

Send  tislay  for  free  folder  »^hich  descrilN-s  HK'/s 
Vtoney  Management  program  of  iNioklets  and  him- 
strip  lectures  —  the  result  of  27  years  of  educational 
activity. 


This  material  is  made  availaUe 

as  /mrl  oj  llF(7s  hrttad  profcram 
to  pnwide  exfMrl  finanrial  guidance 

to  American  families. 


Money  Management 
Institute 

OF 

HOUSEHOLD  FINANCE 


rKCC  MOMfr  mAMAGtMIMJ  PtOOtAM  rolow 
MONEY  MYNAtJKMKM  INHIITI  IE 

not  HEIIOl.O  EINANCE  I’.OMI'OIIA HON.  OEI''!  Hsw  10  ST 
I'illlOEMIAI.  rilM'AOO  I  M.t.lNOtH 

l*lea»e  send  rne  free  copy  of  tlie  I'rograin  folder 
de«erilMri|i:  »ll  of  \oiir  iMMtkh'lk  and  filni«trip  ferinreo. 


OCTOBER.  1957 


I.-},  \  '  -  ;  „  •  '  .  :  •  -  '  ' 


I  crrtainly  could  not  be  relied  on  to  do 
I  satisfactory  work. 

If  you  recommend  that  I  drop  some 
of  these  activities,  how  can  I  do  it 
without  K^ttinK  an  adverse  reaction 
from  the  teachers  attd  tosvnspeopic? 
How  can  I  prevent  having  poor  typ¬ 
ing,  done  without  my  supervision, 
hlamed  on  the  business-education  de¬ 
partment? 

Am)vym<»  s 


yr  - - - • 

TYPE-WRITE"  ADJUSTABLE  TYPING  STANDS 
CALCULATOR  AND  BUSINESS  MACHINE  STANDS 
.  BOOKKEEPING  STANDS.  POSTURE  CHAIRS 


2.  In  our  high  schtMil,  we  leuch 
two  years  of  typing.  In  our  depart¬ 
ment,  there  are  three  instructors  of 
typing.  One  instructor,  in  addition 
to  his  high  school  teaching,  is  pres¬ 
ident  of  a  business  college  in  our 
town.  He  has  a  high  schcnd  student 
who  has  attended  his  business  college 
during  the  summer  and  who  has  now 
learned  to  type  but  wants  additional 
training.  He  wants  her  to  omit  the 
first-year  typing  course  in  the  high 
school  and  take  advaiu-ed  typing. 

I'he  other  instructor  and  I  feel 
that  many  students  can  type  when 
they  enter  high  scluMrl;  some  have 
taken  adult  classes  in  typing,  some 
have  lieen  taught  privately.  Should 
they  also  he  allowed  to  skip  beginning 
typing  and  sign  up  for  the  advanced 
course;  and,  if  so,  what  will  that 
finally  do  to  our  commercial-depart¬ 
ment  typing  curriculum? 

In  some  colleges,  a  student  can 
lake  tests  for  placement,  hut  in  others 
a  prere«|uisite  is  re(|uired.  What  would 
you  suggest  as  the  best? 

Anonymoi  s 


SEND  FOR 


LITERATURE 


AND  DETAILS 


ubular 


roducts,  Inc. 

GARRETT,  INDIANA 


UP  COES 

EFFICIENCY 

in  classroom  or  office! 


Til  thf  Editor: 

r<l  like  to  sound  a  large  ".^meii!" 
for  the  article  by  N.  C].  Wiggin,  “Our 
(.'ustonuTS  Don’t  Pardon  Typing  F.r- 
rors”  (BKW,  May,  '.57,  p.  16).  As 
s(Kin  as  I  read  the  article,  I  beg.in 
(pioting  it  to  rny  offir-e-t raining  classes. 

I  havi*  str<‘ss«*<l  over  aiul  over  the 
ini|M)rtaiK-e  of  accuracy  in  the  finislx-d 
letter,  and  1  have  re|X‘atedly  tried  to 
show  the  ill  feeling  that  results  uhen 
the  reader’s  name  is  missix-lltHl  and  'or 
other  typing  errors  are  made.  B<*canse 
an  outsider’s  viewiM>int  usually  carries 
more  weight  than  a  teacher’s,  I  am 
hoping  that  this  article  will  In*  re- 
memlM-red.  I  shall  continue  cpioting 
•Mr.  Wiggin  for  a  long  time  to  come. 

Thank  you  for  printing  such  a 
worthwhile  article! 

Pkki.k  Mahif  Pahvis 
Uimoltdu  finxinets  College 
Hittuilufu,  Hatcaii 


CLEAR -VIEW 
COPYBOOK  HOLDER 

holds  all  sizes  and  types 

o/  top- bound  books 


NCW  NAKO-filCNIC,  tlit  Mleaalic  ptn-  IB 

cil  (Iwt  VMi  iny  ilaiiAcrd  tiMik.  «ndt  yH 

tarntf  Mduy  chalk  dMt  dii  ydur  handt  ",  !  ■  “ 

and  cldtlMi.  No  oiort  rtcolllnf  fro«  j  *  It 

tintornaili  icralchina  on  board,  icrttch-  ^  , J 

ln|  or  crHMblino  chalk.  ScitnlificaHy  bal-  ?  i 

anetd,  lilt  hand  Ilk*  a  toonlain  yon  .  .  .  |  ^  * 

chalk  orrilini  or  drawinf  btcoairi  a  idMolh  u  |  ^ 

dItaMirt.  Al  a  push  of  a  button  chalk  ■  t  ; 

oMli  ...  or  ritracli.  Hand  noror  touchot  V  {  L 

Chalk  duriiif  uio,  nmr  poti  dritd  up  or  ^  ^  r 

aflKltd  by  aUtrpy  to  clalk.  It'i  th«  own  = 

wolcouit  pin  you  could  ptro  a  fellow- 
trachorl  W 

STOR  CHALK  WASTI 

Bocautt  MAN0-6ICNIC  holdt  firmly  chalk  at  ihort  at 
'''a'*  and  prmtilt  brtakaM,  it  allowt  Iht  conifortablo 
UM  of  95*«  of  tho  chalk  lonolh.  Compart  with  mily 
43*.  actually  uttd  without  it! 

STUROV  METAL  CONSTRUCTION  for  lonp  rtliablo 
itrvict.  1  VR.  WRITTEN  CUARANTEE.  Jowcl-likt  22-K 

Kid  plaltd  cop  contraili  boautihitly  with  oo«i-block 
rrti  Oitlinclirt  to  uto.  thouphlful  to  pitt'  TREE 
TRIAL  OfEER  Sand  12  for  ont  (only  S5  for  wt  of  3). 
Rotlapt  frtt.  No  COO'l  En)oy  HAND-CIENIC  for  10 
dayi.  thow  It  to  othor  Itachtrt  If  not  dtliphltd.  rtfurn 
for  full  rtfund  Samt  day  thipmrnt  Atk  for  quantity 
diicouni  and  TEACHER-RERRESENTATIVE  Rian  It'i 
not  Mid  M  ilOTM.  ORDER  TODAY. 

HAND-GIENIC 

•m*.  M.  Ikl  Wmi  n  tl.,  Nm  rack  II,  N.  T. 


V  Rolio.ot  oyo  tlioih,  looMon;  promoloa  occurocy, 

V  It*  I  I'  olta:  fit*  oil  dotkt,  pio.idot  fo< 
ootr  tloiofo 

V  Two  con.tniani  oroo.tt  for  punt  or  poncil* 

V  Will  ool  "walk*'  off  doth 

y  Alliocll.o  color*  ifoon.  brown,  ivory,  orl-iwoto> 
way  I 

V  Smoolh  *urfoca  provido*  aa«v  daoniof  ond  bor- 
luoniou*  opMOrpnea 

V  CooUructod  of  lon«-lo*linf,  roinforcod  polyotyrona 
plotlic 

RIICI* 

l-ll  Copybook  HoWort  . $2.00  ooeb 

12-41  Copybook  Holdor*  I  73  ooch 

40-H  Copybook  Holdor*  I  M  oarh 

tr  wtd  Moro  .  1.50  oocb 

Rrica*  E.O.B.  loo  Olopo,  Collforoto 

CLEAR-VIEW  COMPANY 

Oopt.  B,  tSIT  Rom  loo  Olopo  4.  Collf. 


Bl’SlNESS  EDUCATION  WORLD 


unusual  training  aids 

by  DITTO. 


mail  coupon  for 


These  teaching  helps  are  nnore  than  routine  office- 
type  lessons.  Instructors  praise  this  material  be¬ 
cause  it  not  only  provides  practice  under  actual 
business  conditions  but  makes  students  understand 
that  business  runs  on  forms  and  copies.  This  In¬ 
sures  that  they  will  be  more  capable  beginners,  better 
able  to  move  ahead  quickly ...  reflecting  credit  on 
their  instruction.  Prepared  by  DITTO  in  cooperation 
with  The  Foundation  for  Business  Education.  All  5 
are  FREE.  Just  mail  the  coupon. 


COriES-TNE  NEAIT  OF  MOOEIN  lUSINESS 
...manual  of  office  styled  dictation  matarial,  complete 
with  the  normal  interruptions  and  distractions  which  go 
with  everyday  office  operation.  Contains  checking  and 
straight-timed  dictation  material. 

EVEIV  TYPIST  SNIULO  KNOW  UOUT  COPIES  M  OFFICE  WOIK' 
...a  four-page  piece  which  has  a  pre-counted  one,  five 
and  ten  minute  typing  speed  and  accuracy  test  on  the 
front  page  and  rough  typed  material  for  putting  Into 
final  form  on  the  inside. 


LEARNINS  NOW  TO  OPERATE  TIE  OITTO  0  10" 

...  a  five-lesson,  self-teaching  manual,  designed  so  that 
oven  below  average  students  can  readily  learn  the 
operation  of  the  D-10  machine  in  relation  to  today's 

business  needs. 


WALL  CNAIT-l-10  OPERATINfl  INSTRUCTIONS 
...a  beautifully  illustrated,  step-by-step  instruction  wall 
chart.  Enables  any  student  to  produce  good  copies  on 
first  trial. 

LETTERHEAD  AND  OILLNEAO  MASTERS 

...4  Letterhead  and  2  Billhead  designs  pre-printed  on 
DITTO  Mastersheets  ready  for  reproduction  of  up  to  300 
or  more  copies,  as  needed  for  student  practice  in  typing 
letters  and  invoices. 


DITTO,  Inc.,  3456  Pratt  Avenue,  Chicago  4S,  llllnola 

Ditto  ol  Conodo  Lid.,  Toronto.  Conodo  •  Ditto  (Briloin)  I'd.,  I26/I7S  No«  Kiofi  Rood.  Tiiikom.  London,  5  W  I.  [nfiood 

Gontlomon  Without  cool  or  oblipliofl. 
plooM  Mnd  mo 

□  Copio*— Tho  Hoorl  ol  Modtin  townou 

□  Whol  Evoiy  Typitl  Should  Know  Abool 
Copioo  in  oifico  Work 

□  Loornini  How  To  Um  Tho  OITTO  D  10 

□  Will  Chort— 0-10  Oporolini  InMioctiont 

□  Loltorhood  ond  iillhood  Motion 


County 
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BUSINESS  NEEDS 
ALL  3. ..SO  DO 
YOUR  STUDENTS 


The  Electric  Typewriter  is  recog* 
nized  today  aa  a  auperior  teaching 
inairument . . .  the  greateat  abort  cut 
ever  deviaed  for  the  learning  of  typing 
. . .  the  foundation  of  better  typing  on 
NoiNELsaa  and  manual  typewriters  aa 
well.  1 


Educators  and  businessmen  agree  that  the  more 
versatile  the  typist,  the  more  valuable  the  employee. 
In  today’s  “Electric— Noiseless  — Standard”  offices, 
students  trained  on  all  three  quickly  take  their  places 
at  any  station  with  confidence  and  know-how.  Con¬ 
sequently  no  typing  course  is  complete  without  train¬ 
ing  on  all  three  ...  no  typing  department  complete 
without  all  three  Remington*  Typewriters  .  .  . 
Electric  . . .  NoisELi-as*  . . .  Standard*. 


ID 


BUSINESS  EDUCATION  WORLD 


PfMMII  PmIIM* 


ClI*. 
I  MW. 


machine  $horfhand 


t»  Hm  niMtilfi*  way  Mi  Miart- 
iMMid.  W«f4t  ara  wr<ttaa  by  *aafi4.  Mi  plaMi 
la«ti*li  lattar«,  ar  caaibliiattaa  a#  laHart 
Tbata  prtata^  aata«  naaar  fat  "caM." 

Vaa  aaa  raa4  tha  actual  ttaaa«ra|ib  aatat 
balaw.  iiMt  ram4  actaw  aaa  waf4  ta  aacM 


TODAY,  laara  mora  about  Stano|rapb —  tbo 
mo^ara  tbortbaad  that  atudaota  an|Oy  aad 
tba  (kill  that  Nituraa  tliair  futura. 

You'll  kind  toocbiiif  StanofropK  la 
taator,  much  mero  antepobla,  too. 
Flooao  uao  coupon  now  for  dofoils. 


-  - - l^STIMO, 

aiMwarialMi  Markiaw.  IM.,  Deal  0-IU7 
lia  0*«fh  Uwklaaa  Avmm 
Ckliaa*  4.  llllMli 


itj 


PiMM  terns  mm§  tmtfmetiee  ekeat 


CoHtteHiioH 


CALENDAR 


WHIN 

WHAT 

W  H  E  Ri 

Oct.  3-4 

Mai-ni'  'I'l'achers  Aksuciatioii 

Portland 

3  4 

Fkn.skylvama  sea  (regional) 

Lzk-Ic  Haven 

4 

Nkw  Yokk  STA  (eastern  zone) 

Albany 

4 

Pkn.nuylvama  sea  (regional) 

New  C.astle 

10-11 

Wa;«TKKN  Fknn8yi.vama  Education  C.:onf. 

Pitt.sl)urgh 

10-12 

Mahyi.anu  State  Teachers  Assn. 

Baltimore 

10-12 

Utah  State  Teachers  (^invention 

Salt  l..ake  fJity 

17 

Nkw  IIampsiiihk  Business  Educators  Assn. 

Manchester 

17-lH 

Fk.nnsykvania  sea  (regional) 

Indiana 

18 

Nkw  Yokk  STA  (southern  zone) 

Binghamton 

Elmira 

18 

Wkst  Vihci.nia  BEA  (regional) 

Martinsbiirg 

21 

Nohtiiwkstkks  Fknnkylvania  sea 

Erie 

21-22 

Wkst  Vih<;ima  BEA  (regional) 

Clarksburg 

24 

Nkhraska  Business  Education  A.ssn. 

Omaha 

24 

Nkw  Mkxico  State  Business  Teachers 

Albuquer(|ue 

24-25 

(aiMiKAiM)  Business  Education  As.sn. 

(>rand  Junction, 

Fuehlo,  Denver,  Durango 

24-25 

Dkkawahk  Business  Education  Assn. 

Wilmington 

24-25 

VliNNKwriA  Business  Education  Assn. 

Minnea|>olis 

24-25 

Oki.aiioma  Busine.ss  Ediu-ation  A.ssn. 

Oklahoma  City 

25 

CkjN.NKcrricuT  Education  Assn. 

Waterbury,  Storrs 

25 

Nkhhaska  Business  Education  Assn. 

Lincoln 

25 

Nkw  Yohx  S'I’A  (central  western  zone) 

Roch«*ster 

25 

Nkw  York  STA  (western  zjtne) 

Buffalo 

25 

V'KMMtiNT  Business  'I'eachers  Assn. 

Barre 

25 

Wi.x'1  Tkxas  Busint'ss  Teachers  Assn. 

LubiMK-k 

25 

Wkst  V'ih<;isia  BEA  (regional) 

Parkersburg 

25-20 

W'ks'I  V'ihci.ma  Assn,  of  Business  ScIhmiIs 

Fairmont 

20 

'I'kxas  Business  Education  Otnference 

Edinburg 

28-29 

W'kst  ViWiiNiA  BEA  (regional) 

Charleston 

:m»-n.2 

NATIONAL  A.SSCK.IATION  AND 
COUNCIL  OF  BUSINESS  SCIKMH.S 

C.incinnali 

31 

Arkansas  Business  Education  Assn. 

IJttle  R(M-k 

Nov,  1 

Nkw  York  STA  (central  zone) 

Syraciis**,  Utica 

1 

Virginia  Bu.siness  Education  Assn. 

Richmond 

1-2 

Nkw  York  Business  Teachers  Assn, 

Schenectady 

0-8 

Missoi'hi  Slate  Teachers  Assn. 

St.  IzMiis 

7-8 

Kansas  State  Teachers  Convention 

Wichita,  Hays, 

Kan.sas  f.'ity,  l>Kige  ('ity,  Salina,  Top<‘ka,  Fittshnrgli 

7-9 

Iowa  State  Education  Assn. 

Des  .Moines 

8 

Arizona  Education  As.sn. 

Phoenix 

8 

Nkw  Jkr.sky  Bu.siness  F'ducalion  Assn. 

Atlantic  City 

15-10 

Tri-Sta’IT.  Busint'ss  Education  .\ssn. 

Pittsburgh,  Pa. 

23 

(Yik;.ai.o  .Area  Busini^s  Education  A.ssn. 

Chicago 

23 

Nkw  Engi.ani)  Business  Educators’  A.ssn. 

Manchester,  Conn 

23 

Nohiiikas'I  Business  Education  Assn. 

Hopkinton,  Mass. 

25 

IzHTsiANA  Business  Education  A.ssn. 

Shreveport 

28-29 

SiM'iHW'KsiKRN  Private  C^ominercial 
Sihools  Assn. 

Fort  Worth,  Dallas 

28.30 

SOUTHERN  BUSINESS  EDUCATION 

l^iiisville,  Ky. 

ASSN. 

Brown  Hotel 

28  .30 

I'kxas  State  Teachers  Assn. 

Dallas 

.30 

(’athoi.ic  BEA  (southwest  region) 

.San  Franci.vco 

Dm  .  20-28 

NATIONAL  BUSINESS  TEAC.'IIERS 

Detroit 

A.SSN. 

Slatler  Hotel 

27-29 

Fknnsyi.vania  St.ite  Teachers  (^invention 

Harrisburg 

BUSINESS  EIHTCATION  WORLD 


Esterbrook’s  big  Gregg  Shorthand 


VvIN  national  fanne  for  your  school 


•  8  beautiful  trophy  cups  •  Gregg-approved  Esterbrook 
Fountain  Pens  for  all  winning  classes  •  Valuable  merit 
certificates  •  Free  Esterbrook  Pen  for  all  teachers  enter¬ 
ing  15  or  more  students  •  Judging  in  4  divisions  — Col¬ 
leges,  Business  Schools,  Public  and  Parochial  Schools 
and  Private  Schools  eligible  •  Wonderful  chance  for 
young  job-seekers  to  win  recognition. 


No.  1555  Duracrom*  point 


STUDENTS:  Have 

your  teacher  send  in  this  cou- 
p)on  for  full  details  and  entry 
blank.  There’s  nothing  to  buy 
—no  obligation. 


S6te/dtock 

**EHterbrook  is  the  only  (iregg-approved  pen 
with  replaceable  paints" 


SdtenJ^took 


V>AWUnOOK  Pen  Company,  Camden  1,  New  Jeraey 

I  WANT  TO  WIN  NATIONAL  FAME  FON  MY  SCHOOL. 

Please  send  me  entry  blank  and  rules  for  the  Esterbrook 
Gregg  Shorthand  Contest,  together  with  copies  of  crmtest  ma¬ 
terials  for  my  students.  No  cost  or  obligation  to  me,  of  course. 

Teachet’t  name _ 

Sclux)l _ 


Street  Address 


Zone _ State 


The  number  of  students  I  plan  to  enter  is. 


Entric*  limitad  to  Continanlal  U.  S.  Contaal  cloaa*  March  I,  I9SII. 


(K:T0BKH,  19.57 
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The  First  and  Only  School 
designed  specifically 


Compl*l«  Flexibility 
. . .  for  All  SIxo  Claseos 
. . .  for  All  SIxo  Studonts 

Ftv*  itudvnU  Of  tttty  . . ,  tmall  itudonU,  Ull  ttudonU 
— Bruo«wtch  A4|uktabl«  Typowritar  Ooali  and 
Proporttonad  Chatr  combtnalKKi  providaa  actantlft- 
tally  cofraci  ralationahip  bat«yaan  lha  Kayboard  and 
tha  physical  charactaflatica  of  aach  aludani  tn  each 
claM  pfind  All  In  a  aingla  inalantanaout  adiual- 
manl.  TNt  flaiibility  makat  for  full  uhlitafion  erf  all 
datka  and  machinat  whatavar  lha  tludanl  load  or 
vanaliona  In  phyatognomy , . ,  makaa  laaching  and 
laarning  afficl^l,  productiva. 


SRnunAwtek^ 

Adjustable  Typewriter  Desk 

Bruniwick'a  anawrr  to  thr  modern  typing  teacher’s  request  for  a  truly  functional,  com* 
pletely  flexible  student  typewriter  desk,  munswick’s  Instant  Aijustmtnt  mechanism  pro¬ 
vides  the  precisely  correct— not  ’’almost  correct”— relationship  between  the  student’s 
arm,  hand  and  body  and  the  keyboard  ...  a  relationship  so  important  in  the  develop* 
ment  of  complex  motor  skills.  Adjustment  may  be  made  to  any  height  within  a  scientifi* 
cally  designated  4-inch  range  so  that  the  desired  arm-to-keyboard  angle  can  be  estab¬ 
lished  for  the  individual  student. 

Both  tlie  typewriter  bed  (with  non-skid  rub^r  mat)  and  the  plastic  surfaced  Steno 
Counter  may  be  raised  or  lowered  to  varying  heighu  as  a  unit.  Counter  houses  an  18-inch 
pull-out  dicution  ledge,  has  ample  space  for  notebooks,  pencils,  dictionary.  A 
rack  for  books  and  hai^bags  is  placed  strategically  beyond  leg  reach.  Attractive  sage 
gray  apron  adds  beauty,  privacy. 

Durably  consuucted  the  Brunswick  Type%vriter  Desk  is  built  to  insure  complete  sta¬ 
bility  under  constant  and  long  use.  It  is  the  only  adjustable  typewriter  desk  that  will  accom^ 
rrusdate  the  modern  electric  typeueiter  without  vibrating. 


F««furtng  fh« 


SliuMAwich. 


Tha 

Adlustabla  Typawrltar 

Oask 

Adiusts  to  any  laval  anthtn  a  full 
4ir>ch  ranga—atlabltshat  tha  pra- 
ciaafy  corract  ralationahlp  balwaan 
tha  studanl's  arm,  hand,  body 
and  lha  keyboard. 


J&UtAbwlck. 


Tha 

Ittudant  Proportlanad 
Chair 

Uaa  of  corract  chaw— 16*,  tr  or  tS* 
unit— achiavaa  tha  propar  saal-lo- 
floor  and  aaal  to  back  ralationahlp. 


BUSINESS  EDUCATION  WORLD 


Furniture  ‘  Business  Education  Group 


for  the  Commereial  Classroom 


) 


Students  Isam  prop«iiy...d«v«lop  b«tt«r  profaMional  habits... anloy  a  stimulating  classroom  anvironmant 

Another  SSjUiltAwlc^t^  FIratl  More  than  •  BusincM  Machine  Desk,  Bookkeeping  Desk,  Sucking 
two  yean  of  research  into  the  objectives,  practices  and  Chair  and  Storage  Cabinet— is  integrated  in  design,  con- 

preferences  of  today's  commercial  teacher  preceded  stniction  and  color  with  the  othen.  All  are  integrated, 

Brunswick’s  entrance  into  the  business  education  furniture  similarly,  with  the  entire  line  of  Brunswick  5kh<x>l  Furni- 

field.  "What  kind  of  furniture  do  you  believe  will  best  suit  ture  of  "Advanced  Design." 

your  teaching  needs?”,  we  asked  thousands  upon  thousands  Investigate  the  scores  of  teaching — and  learning— advan- 
of  teachers.  And  from  their  answers  came  the  fast  and  otdy  uges  built  into  this  remarkably  functional,  completely 
business  education  furniture  line  designed  specifically  for  flexible  Brunswick  group.  Make  sure  it  is  specified  for  your 
their  classrooms.  new  commercial  classrooms  or  at  such  lime  as  you  desire 

Each  and  Every  Unit — Adjustable  Typewriter  Desk,  to  replace  your  outmoded  furniture. 

And  Th«y'r«  COLOR  Coordinated  I  — Beautiful  white  maple  plastic  desk  tops  and  sage  gray  frames  are 
enhanced  with  dramatic  color-coordinated  chairs,  lote-trays  and  cabinet  doors.  Brings  a  new  life  and  sparkle  to  learning. 


THE  BRUNSWICK-BALKE-COLLENOER  COMPANY,  School  Equipment  Division 
6S3  South  Wabash  Avsnus,  Chicago  5,  Illinois 

PLCASC  SCNO  , . .  more  Information  and  prices  on  the  new  Business  Education  Group. 

School  or  Institution _ _ 

Addrnss  _ 

City -  _ Zone _ State _ 

Attention _ — — .i.— — _ 

Title- _ ■■  _ _ _ 


Thac,  iSjUUIAWtck^ 

Businasa  Maohina  Daak 

Acrooiinodatet  all  make*  of  modern  buaine** 
machine*  . . .  comptometer*,  calculator*,  eic . 
UnuMialJy  *ubic  unit  (over-ail  top  meaiurc* 
20'  a  Vt')  include*  rubber  mat  machine  bed 
and  plaatic  turfaced  counter  with  compart¬ 
ment  for  book*,  pencil*,  equipment,  aa»i*pi- 
ments. 


Deainned  to  meet  the  growinf  demand  for 
truining  in  bookkeeping,  accounting,  oAtre 
practice*,  dhtribudve  education.  De*k  itandt 
27'  and  29'  high,  plaatic  top  24'  a  M'.  Avail¬ 
able  with  convenient  coral  durable  plaMir 
tote-tray  for  ledger*,  work  pad*,  book*,  writ¬ 
ing  iMtrument*.  Tray  meaaure*  19'  a  14'  a 
3^4' deep 


Th 


•  *  lHutmwtck^ 


stacking  Chair 


r>e*igned  for  maaunum  comfort,  intcre*ting  cotur 
Available  In  three  practical  *eai-u>-floor  height* 
— 16',  17',  18' — with  (cau  and  back*  propor- 
Honed  to  (ite  Compound  curved  *eai  and  back 
en*ure  comfort  and  working-perfect  poaturc.  May 
he  Slacked  for  temporary  or  long  range  Morage. 
Available  in  educator-aelecied  color*,  natural 
maple  or  hherglaa*. 


The  SR/UimwlctL. 

Bookkeeping  Desk 


Niade  for  typittt  by  typewriter  experts,  the  Smith-Corona  Eighty-Eight  rcncas 
fully  the  63  years  of  experience  which  have  gone  into  its  development.  Call 
your  local  Smith-Corona  representative  for  a  short,  dramatic  demtmscration. 


j«u  Md  arror  aontrol. 
DMd  arror  oontrol. 


Clean,  sime  and  modern, 
fauliirii  in  performance. 
Each  artd  every  diuinctive 
Smith -Coroiu  feature  brinitt 
you  the  finni  correipon* 
detKC  . ,  .  faster  and  easier. 


Smith -Corona’s  exclusive 
Paxe  CiiLftf  tells  you  at  a 
ftlancr  exactly  how  far  you 
are  from  the  bottom  of 
your  typed  paae  Saves  you 
money  and  saves  you  time. 


Half  Spacing,  the  easiest, 
simplest  method  of  error 
control,  permirs  the  addi¬ 
tion  or  deletion  of  a  lener 
in  a  word,  and  eliminates 
the  need  for  total  re-typing. 


Liveliest  touch  on  the  mar¬ 
ket,  Smith-<^lorona's  exclu¬ 
sive  Response O-Matic  Ac¬ 
tion  can  accommcxlate  the 
needs  of  any  typist.  Result: 
faster,  easier,  tireless  typing. 


SMITH-CORONA  88 
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In  the  time  it  takes  to  smoke  a  cigarette 

LET  US 
SHOW  YOU 

llie  worhUs  (inest 
Htundanl  ty|M‘writer 
with  the  worhUn 


featuren! 


AIUSTRITE 


ADJUSTMENT  ( 

.  .  .  to  any 
Haight  Datirad  u 


Seven  cubicles  serve  students 
of  Lebanon  Valley  College 


ADJUST  THE  CHAIR— NOT  THE  TABLE 
AND  SAVE  ON  ORIGINAL  COST 


(NEED  (iiKK'h’s  HisUny  ttf  Modern 
Europe  for  some  notes  I’m  typing 
here,"  atmoimeerl  the  |)ert  coed  to 
Lebanon  V'alley  (iollene’s  Iil)rarian  at 
the  circniation  desk.  "And  will  yon 
lend  me  thre<'  sheets  of  typing  pap«*r 
so  1  can  finish  Ijefore  yon  clos«*  instead 
of  coming  hack  tomorrow!*”  she  con¬ 
tinued. 

Typing  in  the  library?  Most  librari¬ 
ans  would  shudder  at  the  thought.  Hut 
Lebanon  V’alley’s  new  (iossard  Mem¬ 
orial  Library  in  Annville,  Pennsylvania, 
features  seven  typing  IxMiths  as  part 
of  its  iiKKlern  layout  for  students  who 
would  rather  do  res<*arch  and  trans- 
scrila*  notes  with  machine  than  with 
|M‘ncil  or  pen. 

The  iMMiths  measure  4  by  5  feet  in 
area.  Three  of  th<Mn  are  on  the  main 
floor  of  the  functional  rerl-brick  struc¬ 
ture;  the  other  four  are  built  into  a 
second-fliHir  w'all.  Each  cubicle  is 
e<juipp<*<l  with  a  cushioned  office 
chair  and  a  shelf  20  inches  wide  for 
the  support  of  a  typ«*w’riter.  (Students 
brin^  their  own  machine  or  a  Ixir- 
rowed  one.)  The  shelves  are  a  littli- 
more  than  2  fe(‘t  alxive  the  floor  and 
leave  plenty  of  le^  room  for  com¬ 
fortable  typing.  They  are  wide  enough 
to  acx-ommodate  Ixxiks,  pa|)<‘rs,  and 
other  paraphernalia— even  a  study 
lamp— in  addition  to  the  typewriters. 
(Each  IxMith  has  two  bast'lxiard  elec¬ 
trical  outlets.) 

Individual  wall  switclu's  control  the 
incandescent  lamp  fixtures  in  each 
IxMith,  an<l  li){ht  gr(x*n  walls  and  white 
ceilinffs  eliminate  shadows.  The  ceil¬ 
ings,  lined  with  acoicstical  tile,  innllle 
all  typing  clatter,  even  though  no 
diNirs  enclose  the  culiicles  Ixx-anse  of 
the  poor  ventilation  that  would  result. 

All  seven  Ixxiths  have  prov«*d  to  lx* 
(piite  popular  with  I.a*banon  Valley 
students  since  the  library  opened  la.st 
June.  Head  Librarian  Donald  E. 
Fields  says  that  the  only  problem  he 
fmvisions  may  lx;  one  of  overuse— if 
tcx)  many  students  decide  to  "hole 
up"  indefinitely  to  do  lengthy  term 
papers. 


Notice  that  the 


H«Ht  in  juMt  the  right  height 
and  the  back  real  ia  in  the  ci>rre<‘t  p<wition 
for  proper  seating  {xiature.  Ihith  seat  and 
hackreat  are  quickly  and  easily  iidjuated 
hy  the  student.  With  A.IUS'I'- 
KITK  the  teacher  can  «lem- 

onatrate  and  the  student  can  practh'e  profxir 
L'  |x»ature  as  it  ia  pnaxTilxHl. 

A  ixwlure  ty|H*  chair  with  seat  adjustment 
of  Id"  to  21",  backrtMt  horizontal  and  ver- 
5  tical  adjuatment  of  5".  Ideal  for  teaching 
\  and  practicing  {xwture  in  typing  and  other 

'  A  ^  \  huaintaut  claaat-a.  Keaaonahly  priced. 

1  33  MODUS  IN  THI  AJUSTIITI  LINI 

J  OUAIANTIIO  PRII  THAI 

^  k  ■gHinal  failiir*  tin*  to  Hani|>ltia  fiirnlaiMMl  Ittr  .'Mi  slay 

I  I,  •iKfaiilv#  iKatarial  4i»  trial  without  oitltaatlun.  Hand 

.  i  i  WfirkniHtialiip  fur  a  tiH  Uliialratatl  foiiW 

,  Ij  imritui  of  10  yaara 


■  rscisM 

llanlwtaal  aadillMi  aw 
a<l|iaita  IH"  t4i  Zl 
iMu-kraat  ariluaU  A", 


515  Coaaaaut  Straet  •  Bowling  Groan,  Ohio 


A  Light  Touch 

1  makes 

NEAT 

ERASURES 


USH 


No  slip  sheet  needed  be¬ 
tween  carlxm  and  copy. 
No  erasing  shield  —  the 
Rush  Eraser  is  less  than 
one  character  thick.  In 
Ix'autiful,  life-time  plastic- 
case,  handy  to  us«*  as  a 
pencil,  with  long-lasting 
propel-re|)el  refills. 


Border  from  your  Oeo/er 
or  tone  so#  and 
namo  of  doolor  fo 

T  The  Eroeor  Co.,  Inc. 

tCM  S.  CUofoo  St.,  SyrwMO  4.  N.  T. 


M.  H.  RHODES,  INC 

34  Bortholomow  Avo. 
HAITPOlO  4,  CONN. 
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?rldci* 


A'Ne^ 


'1  Im;  KKIDKM  I.A'IOH  .  .  .  fully  automatic 

.  .  .  evf'rywlu'rff  kiioHii  a*  'f  lif*  'I  liinkiiift  Marliiiie 
of  American  HuaitU'iM.  In  ofli«*(*  afit'r  ofliri*  tliia  in 
iIk*  Suniln'r  (fnt'  aulomalic  ma4  hinv  iiMr«|  litir  pay* 
roll  ralciiiutioiiH,  invoi<‘«‘M,  p(*rr«*ntat£i‘a,  diiMroiiiitH, 
iiiv<‘iilory,  faai**,  inli‘r<*Mt,  KuHi<‘Mt  to  lf*arii  on,  nioitl 
practiral  to  l«‘arli  on  —  l»<‘(’aiJN<‘  tin*  Kri<lf*n  p<*r* 
form*  inor«  Hlcpn  in  fiieiiri'-work  witlioiit  operator 
(leeiaionH  than  any  other  ealeiilatiiiK  maeliine. 


In  today’s  AUTOMATIC  OFFICE 
...applicants  trained  on  Friden 
advanced  figure-thinking 
machines  are  best  prepared 
to  go  to  work  immediately, 
the  most  appreciated  people 


"riden 


$«nd  now  for  detail*  of  the 
helpful  Friden  Teaching  Plan. 

No  obligation,  of  course.  Address 
Friden  Calculating  Machine  Co.,  Inc. 
San  Leandro,  California. 


KiMit  or  Itiiv  iVoin 


The  Kl.key  Natural  \lay  FHIDKN  ADDING 
!V1  At '.  1 1 1 N  1*1,  the  moHt  elfieieiit  way  to  t(‘aeh  and 
learn  addition.  \  iaihle  Gher'k  H'indow  ehows  eaeh 
ilein  (Itir  ar'eurate  uorkf  Indore  it  iit  printed  or 
added.  I'alenled  keylntard  lita  and  helpM  the  hand. 
Many  more  etep-ahead  leatiireM.  Availahle  aa  Model 
AHY  with  aiitoniatie  atepover  of  inulliplieaiid  for 
rapid  iniiltiplieution. 


IH  BUSINKSS  EDUCATION  WORLD 


.107 


oCToitHK,  am? 
VOLUME  ^4UMHFR 


BUSINESS 

EDUCATION 

WORLD 


JOSEPH  C.  HECHT 

Hcxjg>)keepsie  'N.  Y.)  High  Schooi 

At  one  time  or  another  rluriiig 
the  school  year,  most  distribu- 
tive-etlucatioii  classes  cover  a  unit  on 
fashions.  .\ny  of  a  dozen  or  more 
ti'chniqiK'S  can  Ik*  used  to  tnake  this 
unit  more  meaningful.  M  Poughkeep¬ 
sie  High  Sch(M>l,  we've  made  fashion 
surveys  on  the  streets,  in  stores,  in 
newspa|M‘r  advertising,  and  in  maga¬ 
zines;  we’ve  had  l<Kal  fashion  cxjK'rts 
s|K‘ak  to  our  classes.  But  the  idea 
that  has  worked  out  most  successfnllv 


is  an  activity  that  incoriK)rates  all  thc 
lessons  into  one— a  fashion  show  .s|)on- 
sorr*d  by  our  13.  E.  (.’lub.  So  far,  we’ve 
presented  eight  fashion  shows,  and 
we’ve  “got  it  down  to  a  system." 

Our  original  decision  to  pet  on  a 
fashion  show  stemiiK'd  from  our  feel¬ 
ing  that  it  would: 

•  .\ttract  the  attention  of  the  lead¬ 
ing  stores  in  tin*  city  and  encourage 
them  to  supply  ns  with  fashion  infor¬ 
mation  and  materials  of  a  kind  that 
we  would  not  ordin.irily  Ik*  able  to  get 
from  them. 

•  Cove  I).  E.  students  practical 


exiK'rieiK-e  in  fashion  writing  (by  pre¬ 
paring  a  program  booklet),  in  ad¬ 
vertising  (by  ilesigning  signs  and  dis¬ 
plays  to  pnbliei/e  the  show  and  by 
helping  advertisers  coni|K>se  ads  for 
insertion  in  the  iHxiklet),  and  in  s«‘ll- 
ing  (by  soliciting  ads  for  the  IxMiklet 
.ind  selling  tickets  for  the  show). 

•  Piihlici/e  our  department  and 
( ('on/inut’tl  on  tii'it  tnitif) 


Below:  T/ie  I'tinhitni  ^)neen  o/  tin- 
club's  latest  sbou  poses  ti  ilb  her  court 
(the  ruttuers-up).  Eletiuru  of  a  queen 
alu  aifs  creates  interest. 


Put  on  a  FASHION  SHOW 


I 

■f- 


fac'U*  th(;  attmtioii  of  titc  community 
and  tfic  ftiidcnt  IxxJy  a»  a  whole  on 
the  diitrihutive-Mliication  coiirM*. 

'Ilic  fir«t  »trp  wa»  to  call  a  mcct- 
iiiK  of  the  Ihttrihiitive  F^liK-ution 
CJliih  and  decide  on  a  theitie  for  the 
khow.  We  choM*  “Sodtlenly  It* 
^prhiK.”  in  order  to  tie  in  with  the 
»prinK  faihion*  of  the  ktore  we  in> 
tended  to  contact  for  the  clothek.  'I’he 
merchant  greHed  the  idea  with  en- 
tliiikiakin  an<l  hel|M‘<i  iik  make  pre¬ 
liminary  arranKementk.  We  were  un¬ 
der  way. 

We  recruited  our  iiKMlels  hy  hroad- 
caktiriK  tryout  notk’(*«  on  the  KclirNil’k 
piihlic-adrlrekk  lyktem  an<l  hy  ixwtinK 
notice*  on  all  horne-riKirn  chalklMrards. 
Vttry  fi*w  candidat<*k  khowi-d  up,  so 
we  held  no  tryouts --we  had  to  aivr’pt 
all  tin-  recruiti.  In  spite  of  this  p<Htr 
khowiiiK  and  our  li«k  of 


knoW'lMiW,  tin*  sImav  was  mildly  suc¬ 
cessful.  At  any  rate,  it  had  (pven  us 
HimkI  exi>erieTK‘e.  We  liKiked  ahead  to 
a  l>etter  show  the  next  year. 

Next  time,  we  broke  down  the  plans 
into  committee  responsilnlity,  usin^ 
critical  notes  that  we  had  made 
coiK-erninK  the  first  show.  We  asked 
everyone  enrolled  in  distributive  edu¬ 
cation  to  help  us  decide  on  a  theme 
for  the  show,  announcing;  that  the 
contributor  of  tbe  lx*st  siiKKestion 
would  receive  $5  worth  of  merchan¬ 
dise  from  the  schcxil  store  (which  was 
run  by  our  department),  "Under  Paris 
Skies"  was  selec-ted  as  the  winning 
tlu-me,  and  the  work  lx*gun. 

This  time,  the  mcxlel  committee 
studi(*d  articles  on  mcKleling  and 
fashion  t(*chnk|iies  from  tr.ide  journals 
and  IxKiks,  and  intervic'wed  the  wom¬ 
en's  wear  buyer  of  tbe  locul  depart¬ 


ment  store.  It  was  agreed  that  strict 
rules  would  gervem  the  choice  of 
models,  with  no  partiality  permitted 
to  friends,  relatives,  or  classmates. 

Another  committee  worked  on  the 
basic  plan  of  the  show.  The  meml>ers 
decided  that  the  first  quarter  of  the 
show  would  feature  clothes  for  leisure 
time;  and  succeeding  sections  would 
highlight  afterncxKi  wear,  schcxil  and 
sportswear,  and  evening  clothes.  En¬ 
tertainment  would  follow,  during 
which  the  votes  for  the  fashion  (lueen 
(lx*st  mcxlel)  would  be  tabulatcnl. 
Pa.st  presidents  of  the  Distributive 
Education  Club  were  to  be  judges 
for  the  ev»*ning.  (The  committee  de- 
cidc*d  later  to  pres<*nt  an  extra  per- 
formanc-e  in  the  afternoon  for  students 
only.) 

For  this  show,  tryouts  were  held 
only  after  a  great  deal  of  publicity 
had  appeared  in  the  schcxil  news¬ 
paper,  on  bulletin  boards,  and  over 
the  public-addrf^s  system.  Two  hun¬ 
dred  girls  tried  out;  .50  were  accepted. 
After  five  two-hour  practice  JM'ssions, 
all  the  girls  were  ready  to  do  their 
lx*st.  The  show  was  to  nin  for  an 
hour  and  a  half,  with  each  girl  ap¬ 
pearing  onstage  for  alxnit  fifty  sec¬ 
onds. 

Tlie  girls  went  to  the  store  ahead 
of  time  to  make  their  own  choic*es  of 
the  outfits  they  would  wear,  although 
the  store's  buyer  was  on  hand  to 
make  suggestions  that  would  insure 
a  gcxxl  variety  of  styles.  We  found 
that  it  was  very  imix)rtant  for  each 
girl  to  want  the  clothes  she  was  to 
mfxlel  —  it  invariably  improved  her 
mfxleling.  (Incidentally,  the  mer¬ 
chant  promised  a  discount  to  any 
mixlel  who  wanted  to  buy  the  outfit 
she  had  chosen.) 

Sr-veral  distributive-education  stu¬ 
dents  were  on  hand  when  the  selec¬ 
tion  of  clothing  tcx)k  place.  Tliey  jot¬ 
ted  down  notes  on  the  basic  design 
of  each  outfit,  (The  students’  fashion 
knowledge  playerl  an  important  role 
hiTe.)  A  committee  amplified  these 
notes  into  a  commentary  to  accom¬ 
pany  tbe  modeling.  The  Paris  theme 
was  reiterated  (f.e.,  “Here  is  Diane 
Kirbv  in  a  checked  worsted  suit  made 
of  Forstmann  material,  freshly  col¬ 
lared  and  cuffed  in  white  piqu/*.  This 
suit  is  p<*rfect  for  that  walk  to  the 
(nmtinurd  on  paar  41) 


Th«  Illf«l  Tow#r  carried  out  the 
“Under  PatU  .Skies"  theme  of  one  of 
the  rluh’s  early  $hou'^. 


ImsI  sprinff^  the  eif(hth  fashitm  shmv 
run  hy^  this  distrihutivc-vdacatinn  cluh 
netted  a  ftm/it  of  $  1, 5(H) 
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SF.F.I)  FOH  SEW  KEYRdAHI)  mu  Ry  authipu,  whti  were 

anked  to  (u*ut  Turkish  Ministry  of  Edwation  <fi  sr’ttinu  up  rtew  ftrogratn 


Wc  Lip 

m3 


ANTHONY  LANZA,  DONALD  TATI  mmd  LISTIR  RROOKNIR 

Graduate  School  of  Public  Administration  and  Sof  lal  Service,  New  York  University 


BEKOKK  1923,  business  was  an 
activity  tliat  the  citizens  of  the 
Ottoman  Empire  left  to  htreigners. 
The  Turk  of  tfiose  days  was  content 
with  heiiiK  a  fanner,  a  Cirtvernment 
official,  or  a  soldier.  Wlien  the  Otto¬ 
man  Empire  was  replatfd  hy  a  re¬ 
public,  however,  the  attitudes  of  the 
new  citi/f‘ns  chan){ed.  TTie  Turkish 
man  who  had  been  srhrNiled  in  mili¬ 
tary  science  and  H'»vernment  and 
the  Turkish  lady  who  had  never 
received  formal  schrxtliriK  were  faced 
with  the  prospect  of  contrihutin({  to 
their  country’s  business  activity. 

The  new  surfte  of  nationalism  mov¬ 
ing  over  the  cwintry  in  1923  de¬ 
manded  that  the  role  of  foreigners 
in  business  be  reduc-ed.  The  Govern¬ 
ment  responded  by  opening  commer¬ 


cial  schinds  to  train  young  Turks  for 
business  careers.  Thes<*  commercial 
sch(M>ls  adequately  met  the  needs  of 
the  young  Mepuhlic  until  the  1940’s. 
Following  World  War  II,  however, 
ambitious  (‘conomic  projects  tfx)k  root 
in  Turkey.  It  became  evident  tfiat 
the  commercial  training  that  had  sus¬ 
tained  a  routine  ecrinomy  could  not 
mei't  the  stK-ial  atid  ecfinomic  n<*«*ds 
of  the  changing  country. 

University-trained  executives  were 
proving  ineffective  in  managerial  po¬ 
sitions,  not  because  of  any  p<>rvnial 
shortcomings  but  because  they  did 
not  have  staffs  to  support  them.  In 
Ixith  Cxivernment  and  business  of¬ 
ficers,  they  were  devoting  so  much 
time  to  nnitine  clericral  procedures 
that  they  ccnild  not  provide  the  plan¬ 


ning  that  was  so  vitally  netxled  for 
expansion  and  improvement. 

'The  im|Mirtance  of  a  gcxid  secre¬ 
tary  or  executive  assistant  in  iniTeas- 
ing  the  efficiency  of  an  executive 
was  emphasized  in  a  1951  report  on 
Turkey  hy  the  International  Rank  for 
Reconstruction  and  Development. 
Following  up  the  recommendations 
of  this  report  was  a  1954  contrail 
for  technical  assistance  in  public  ad- 
ministratimi,  arranged  hy  the  Tur¬ 
kish  Ministry  of  Eilucation,  the  Uni¬ 
versity  of  Ankara,  the  Uniteil  States 
International  C^o-ofM-ration  Admin¬ 
istration,  and  New  York  University. 
Thfaigh  the  main  purpose  of  this 
contract  was  to  improve  public  ad¬ 
ministration,  the  participants  recog¬ 
nized  that  training  only  top  admini¬ 
stration  men  would  not  solve  their 
need.  They  arranged,  therefore,  for 
(  Continued  on  fMge  40 ) 
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Try  these  on 
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THKSK  IDKAS  for  y<mr  bulletin  j 

Inturd  should  ke<‘p  you  shorthand  j 

teachers  busy  for  at  least  one  semester.  j 

The  lioard  at  the  upp<‘r  left  has  an  j 

arrangement  of  ten  slatt's;  each  slate  I 

siiKKests  one  thiiiK  iK'^imiers  should  ' 

rtMiH'inlN'r  when  preparing  their  home-  j 

work. 

On  the  hoard  Ix’low  the  kettle  con¬ 
tains  a  “brew”  of  brief  forms;  the 
tombstones  contain  such  phrases  as: 

“'I'o  the  memory  of  lonn,  complicated  I 

phras<*s-they  were  impossible  to 
rr'ad”;  “Herr*  lies  indifferent  and  slop¬ 
py  practitf  work”;  "P(M)r  posture  and 
lack  of  conevntration— may  they  rest 
ton«*tlu*r”;  “To  tin*  memory  of  the 
blank  spaces  in  the  notr*s— there  was 
nothing  te»  r€*ad”;  “Here  are  the  p<K)rly 
writt<*n  outlines— farewell  forever”; 
and,  “Here  lie  the  half-learned  brief 
forms  -they  did  no  K(kk1.” 

rhe  next  Iniard  Im'Iow  shows  a  pi^- 
Ky  bank,  with  the  heading  in  short¬ 
hand,  “Are  you  receivinfL  the  most 
vahu*  from  the  time  you  siM*nd  prac¬ 
ticing  shorthand’:'”  Alnive  the  bank 
are  eijjlit  pieces  of  sta^e  money,  with 
the  wiirrl  “save”  on  four  of  them  and 
the  words,  “m»)tion,”  “(‘ffort,”  “paper," 
and  “time”  on  the  other  four.  On 
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bulletin  board 


I'itluT  side  upix’ar,  in  slioithuini,  sii){- 
^rstidiis  for  suvin^  motion,  cliort,  pa- 
prr,  and  tiiiu*. 

At  the  iMittom  left  Iwtard  arn  four 
articles  clipped  from  “Tlie  Boss  SiM-aks 
Out"  pane  of  Ttnlay's  Srcrctary  mana- 
ziiie. 

The  laiard  at  the  iipiM*r  rinht  says 
in  shorthand,  "Here  is  the  formula 
for  reachinn  tfie  top  of  the  j>edestal 
.  .  /’  Below  it  is  tfie  formula:  (><mmI 
equipment  (with  illustrations  of 
same)  plus  excrilent  traininn  (with 
award  certificates)  plus  su|>4‘rior  |M*r- 
sonality  (with  an  article  from  Today’s 
SecTvtary)  eijuals  Secretarius  I’erfec- 
tiis. 

The  headinn  on  the  next  laiard 
reads,  “Keep  on  the  Binht  Track  to 
Build  Shorthand  Skill”;  the  sinn|)ost 
holds  sunnestions  for  preparmn  home¬ 
work. 

“Somethinn  to  Clrow  AlnMit”  ap- 
pt'urs  on  the  Imard  Im-Iow,  with  a  <lis- 
play  of  siM'erl  certificates  and  tran¬ 
scription  c-ertificates. 

rhe  iMiard  at  the  lower  rinht  shows 
sdlionettes  of  idncoln  and  VV'ashinn* 
ton,  with  Inith  the  Ottyshiirn  Atldress 
and  VV’ashinnton's  S<‘cond  liiaiinural 
Address  in  shorthand. 
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GKEAT  ('Ann  hIiuuUI  Im:  exercifctl 
in  writing  an  examination.  Thete 
|Mipers  are  tlie  windows  of  the  de¬ 
partment.  Rif^tly  or  wrongly,  other 
faculty  meml>er8  judge  ui  by  what 
they  see,  and  students  judge  our  sub¬ 
ject  area  by  its  formal  examinations. 

We  should  make  uniform  examina¬ 
tions  a  creative  education  experience. 
But  the  taking  of  an  exam  is  inspiring 
only  to  the  extent  to  which  the  ipies- 
ti<His  themselves  are  inspired.  Dull 
writing  makes  a  boring  examination 
for  every  student. 

Drawing  up  a  question  paper  is 
itself  boring  if  the  preparation  be¬ 
comes  repetitive.  It  is  an  enjoyable 
experienc'e,  however,  if  the  writer 
assumes  a  creative  vein  and  does  not 
imitate  any  examination  from  the 
past.  A  creative  exam  causes  students 
to  feel  it  is  a  pleasant  experience  to 
express  the  thoughts  that  the  ques¬ 
tions  conjurf)  up  in  their  minds.  It 
dispels  the  anxiety  that  haunts  even 
the  best  student  when  he  faces  an 
examination. 

The  examination  paper  should  be 
prepared  with  specific  criteria  in 
mind.  This  warrants  a  conference 
discussion,  for  the  criteria  that  are 
agreed  on  will  reflect  the  philosophy 
ojf  the  department  and  will  have  a 
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direct  licaring  on  the  instruction 
program.  Discussioru  that  precede 
departmental  decisions  also  establish 
a  group  solidarity.  Some  of  the  basic 
points  of  agreement  will  continue  for 
a  long  time;  others  will  l)e  modiBed 
by  the  group  from  time  to  time.  All, 
however,  will  be  of  value  as  guides 
to  group  action. 

The  various  criteria  presented  be¬ 
low  are  offered  nterely  as  sugges¬ 
tions,  for  each  school  has  unique  cir¬ 
cumstances  that  must  Ire  considered. 
It  is  hoped,  however,  that  the  reader 
will  Bnd  them  a  useful  starting  point. 

NATURE.  Should  the  examination 
be  of  the  traditional  type  or  mure 
modem?  Various  factors  must  be  con¬ 
sidered,  two  im|Mirtant  ones  Ireing  the 
time  element  and  the  materials  avail¬ 
able.  The  traditional  test  cannot  cover 
much  ground  in  a  limited  period  of 
time.  The  newer  type  of  test  calls 
for  much  stenciling  and  duplicating, 
a  smious  problem  where  there  is  a 
manpower  or  paper  limitation.  The 
answer  probably  lies  in  a  combination 
of  the  two  types  of  tests. 

Equally  important  is  the  internal 
nature  of  tlie  questions.  Elach  examin¬ 


ation  should  have  a  set  quota  of  (a) 
infonnatiunal,  (b)  interpretive,  and 
(c)  applicational  questions.  The  ap- 
p<jrtioning  of  weight  to  the  respective 
phases  will  depend  on  the  individual 
departments. 

CONTENT.  The  8cx)pe  of  the  test 
should  be  determined  before  ques¬ 
tions  are  written.  The  examination 
papc'r  should  cover  the  work  of  the 
grade  up  to  the  date  of  the  examina¬ 
tion.  It  should  have  as  wide  and  as 
representative  a  sampling  as  possible. 
A  helpful  frame  of  reference  might 
contain  both  the  specific  learning  out- 
cumes  that  will  be  covered  up  to  the 
date  of  the  examination  and  an  indi¬ 
cation  of  the  difficnilties  inherent  in 
mastering  such  knowledge.  The  items 
listed  should  consist  of  the  usual,  not 
the  unusual. 

Tbe  examination  committee  should 
consult  recorded  criticism  of  earlier 
examinations.  It  shoidd  consider  any 
departmental  mandate  or  any  reason¬ 
able  request  from  teachers  of  the 
succeeding  grade.  If  the  test  is  to 
serve  as  a  common  measuring  rod,  it 
follows  that  items  that  do  not  appear 
in  the  syllabus  should  not  appear  on 
the  examination.  On  the  other  hand, 
there  is  no  objection  to  including  an 
occasional  question  that  tests  the 
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2.  How  to  write  the  exam 


WHY'S  of  Uniform  Examinations 


SECOND  OF  FIVE  PARTS 


ability  to  interpret  or  to  apply  the 
factual  material  found  in  the  syllabus. 

Since  all  students  in  the  depart¬ 
ment  report  for  tests,  the  examination 
session  offers  an  opportunity,  too 
often  overlooked,  to  check  on  certain 
basic  information  or  skills  that  all  stu¬ 
dents  should  possess.  One  identical 
question  should  be  asked,  therefore, 
of  all  the  students  in  the  department, 
regardless  of  their  year.  The  answers 
will  furnish  us  with  interesting  cor¬ 
relations.  Of  course,  a  question  of 
that  kind  should  he  thought  through 
carefully  and  should  not  take  too 
much  of  the  time  allotted  to  the 
entire  examination. 

Fair,  No  Tricks 

The  nvMt  important  thing  to  aim 
at  is  an  erpiitable  di.strihution  of  the 
items  in  the  test.  The  inclusion  of 
any  item  as  "window  dressing"  or  as 
a  "smoke  screen”  should  be  avoided. 
If  a  t€?st  is  given  at  the  end  of  the 
tenth  week,  it  should  he  based  on 
the  work  that  can  reasonably  be 
taken  up  in  ten  weeks.  It  should  not 
be  confined  to  six  weeks’  work,  plus  a 
sprinkling  of  a  few  points  taken  up 
during  the  remaining  foiir  weeks. 

RANGE.  If  our  ohfective  is  to  find  a 
mark  for  each  student,  any  questions 


will  do.  If  our  objective  is  to  find  an 
excuse  for  passing  them,  the  simplest 
questions  will  suffice.  If  our  objective 
is  to  fail  them,  the  most  difficult 
phases  of  the  work  will  provide  ideal 
questions.  But  these  are  not  our 
objectives. 

To  serve  a  truly  educational  pur¬ 
pose,  the  examination  should  be  nei¬ 
ther  t(K)  simple  nor  too  difficult.  If  it’s 
too  simple,  it  encourages  the  indolent; 
if  it's  t(X)  difficult,  it  discourages  the 
average  student.  By  avoiding  either 
extreme,  the  examination  will  reward 
students  for  their  efforts,  will  encour¬ 
age  them  to  continue,  and  will  dis¬ 
courage  all  apathy. 

A  p<3rtion  of  the  test  should 
challenge  the  students-  the  exact 
proportion  to  be  decided  for  each 
individual  school.  The  liell-shaped 
ctirve  should  he  followed  so  that  the 
bulk  of  the  questions  will  be  of  aver¬ 
age  difficulty,  with  a  cluster  of  simple 
questions  and  one  of  miKlerate  <lif- 
ficulty  at  each  end.  Whether  this 
means  a  25-50-25  distribution  or  a 
20-60-20  percentage  is  not  so  impor¬ 
tant  as  the  underlying  concept  that 
(a)  part  of  the  test  should  be  so 
simple  that  anyone  who  has  applied 
himself  to  the  slightest  degree  is  able 
to  answer  it;  (b)  most  of  the  paper 
should  be  of  average  difficulty;  and 


(c)  part  of  the  test  should  offer  a 
challenge  to  the  more  capable 
students. 

We  should  bear  in  niiitd  that  the 
simplest  ({uestions  will  frequently 
elicit  poor  responses,  since  even  the 
liest  students  often  start  examinations 
fetding  nervous.  We  cun  l)e  almost 
certain,  however,  that  the  weak  stu¬ 
dent  will  answer  a  difficult  rpiestion 
incorrectly.  Tlie  average  student  may 
-or  may  not— get  it  correct.  The 
bright  student  will  probably  solve  it 
correctly-hut  we  can  only  say  "prob¬ 
ably,"  since  temsirm  will  most  likely 
condition  his  response.  In  general, 
the  ideal  test  should  lx*  closely  re¬ 
lated  to  the  abilities  of  the  students, 
so  that  the  bright  will  score  high,  the 
poor  ones  will  obtain  poor  marks,  and 
the  average  students  will  obtain  aver¬ 
age  ratings. 

LANGUAGE.  Where  language  itself 
is  not  the  subject  of  testing,  one 
should  err  in  tfie  direction  of  simplic¬ 
ity  rather  than  use  words  that  some 
students  will  misinterpret.  Instructions 
should  he  brief  and  free  from  am¬ 
biguity;  they  should  he  so  phrased 
that  only  one  correct  aruiwer  is 
possible. 

The  question  paper  should  indicate 
any  materials  that  are  rerpiired  and 
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glv(*  directiofii  for  tfieir  ufc.  Iiutnic- 
tioti»  on  objective  questions  should  be 
itocompiinied  by  sample  answers. 
Keepin({  on  liand  a  series  of  stantlard 
instructions  and  sample  answers  for 
various  question  types  will  save  much 
lirnr;  and  effort. 

Ft>KMAT.  It  is  just  as  easy  to  have  a 
heading  as  it  is  ruH  to,  and  it  suggests 
organization  to  have  the  heading  ap¬ 
pear  on  the  identical  line  of  each 
examination  paper.  Specific  blank 


lines  on  each  shet;t  will  allow  the 
student  to  enter  his  name,  subject 
class,  and  teacher. 

The  simple  ex|Mrdient  of  stating  on 
the  pujier,  **'rhis  examination  consists 
of  (  )  pages,"  serves  as  a  guide  to 

any  student  who  is  not  given  all  the 
pages  and  who  might  otherwise  not 
sus|)ect  it.  Another  aid  to  the  student 
is  the  caption,  "Ihe  End,"  imprinted 
afti'r  the  final  question. 

'I'lie  materials  should  Im*  s(‘t  up  in 
the  same  s<*quen('e  and  form  in  which 
they  are  to  be  placed  on  the  stencils. 
Thus,  the  typewriting  of  the  stencils 
will  Im*  a  purely  mechanical  affair  not 
calling  for  exercisr;  of  judgirM*nt.  All 
(picstions  should  Im*  numlM*red,  with 
sufficient  spacr  allowed  where  qin*s- 
tions  an*  to  le  answered  dirr^ctly  on 
the  paper.  Marking  will  Im*  facilitated 
if  the  blank  answer  lines  for  all  ob¬ 
jective  (piestions  are  aligner!  in  thr* 
satiN*  (*0111010  throughout.  An  extra 
spac'c  or  tw'o  lM*tween  rpiestions  will 
also  enhance  the  appearanc-e  of  the 
paper. 

As  far  as  |M)ssih]e,  questions  should 
Im*  ind(*p«*nd(*nt,  so  that  one  error  is 
tM)t  thi*  cause  of  succeeding  errors. 
Items  shmild  Im*  phrased  in  a  manner 
that  will  dis('(Mirage  guessing.  Tlte 
cn*dit  value  should  Im*  indicat(*d  aft(*r 
(*ach  question  or  after  any  im|Mirtant 
division  of  a  question.  If  a  specific 
nurniM'r  of  iM>ints  are  to  he  allowed 


for  penmanship,  legibility,  and  neat¬ 
ness,  it  should  be  so  stated. 

TIME.  Tlie  total  time  available 
should  not  be  uverlcMiked  when  the 
(question  pajM^r  is  being  prepared; 
even  the  best  examination  paper  can 
be  unfair  if  it  is  not  gauged  to  the 
time  allotted.  The  pap(*r  should  be 
neither  long  nor  short.  When  it  is  too 
long,  students  are  subjrx^ted  to  un¬ 
usual  pressure;  many  may  fail  to 
complete  the  test.  Wlien  it  is  too 


brief,  they  complete  the  work  in  no 
time,  and  disciplinary  problems  may 
arise. 

If,  in  the  judgment  of  the  depart- 
iiM*nt,  half  a  {M'rmd  would  Im;  enough 
time,  then  the  department  should  re- 
(|U(*st  the  administration  to  shorten 
the  t(;st  iM*ri(Ml.  On  tlur  other  hand, 
if  the  departin(*nt  lM*lieves  that  it 
needs  a  longer  test  p(*ri<Kl,  it  should 
rerpiesl  more  time.  Such  a  longer  test 
p(*ri(Ml,  however,  should  Im;  placed 
later  in  the  day— after  the  normal 
Ijell  sch(*dule  has  ended.  The  de- 
partm(*nt,  th(*refore,  should  Im;  ready 
to  face  criticism  from  the  pr(x;tors 
and  students  who  are  ohIig(*d  to  stay 
late.  Until  the  administration  grants 
such  a  request,  however,  the  depart- 
nH*iit  should  prrMliice  an  examination 
that  is  planned  for  the  tim<*  allowed. 

The  pap(*r  should  Im*  s(*t  up  so  that 
it  may  Im*  (*ompl(*ted  and  ch(*cked  by 
i*ven  th(*  slow(*st  student  (who  knows 
his  work).  The  following  statement 
at  the  end  of  the  questions  might 
h(*Ip  Imth  students  and  prex'tors: 
“H<*read  your  paper.  A  careful  read¬ 
ing  at  this  tiiiH*  may  di.scIose  several 
mistakes  that  were  made  in  haste." 
In  addition,  an  extra-credit  <|U(*stion 
may  Im*  included  for  those  who  com- 
pl«*te  the  t(*st  early, 

Oiu*  way  of  (‘stimating  the  time  is 
to  sit  down  and  write  out  the  an¬ 
swers.  In  general,  multipiv  teacher¬ 


time  by  2%  or  3  to  determine  the 
student  rerjuirement.  To  avoid  mis- 
understanding,  the  allotted  time 
length  sluiiild  be  stated  on  the  paper. 

In  phrasing  the  rjuestions,  we 
should  bear  in  mind  that  the  stu¬ 
dent's  time  is  limited.  In  bcKikkeep- 
ing,  preliminary  work  in  setting  up 
accounts  and  journals  reduces  the 
actual  answi-ring  time  even  further. 
Conserpiently,  only  significant  ma¬ 
terial  should  be  included.  Space 
fillers  and  time-consuming  items 
should  be  avoided. 

VARIk'TY.  Some  students  do  poorly 
on  one  type  of  rpiestion  and  well  on 
another  type.  Also,  a  type  of  (piestion 
that  proved  interesting  the  first  few 
times  may  lM*come  purely  mechanical 
after  a  while.  In  g(*neral,  it  is  unwisr* 
to  have  the  examinations  so  fixed  that 
students  can  pr(*dict  the  nature  of  all 
till*  (4U(*stions  to  Im*  ask(*d. 

To  discourage  guessing,  the  true- 
false  (piestions  should  require  stu¬ 
dents  to  rewrite  the  falsi;  statemi'iits 
so  that  they  becoini*  tme.  Each 
multiple-choice  (piestion  should  in¬ 
clude  four  or  five  alternatives,  one  of 
which  is  indisputably  wrong.  In 
matching  questions,  the  numb(*r  of 
choic(*s  should  exc(*ed  the  nurniM'r  of 
answers.  Completion  (piestions  should 
call  for  one-  or  two-word  answ’ers 
and  should  Im*  answ(*ral)le  one  way 
only. 

Part  of  the  examination  should  Im* 
devoted  to  tin*  "power”  type  of  (pies¬ 
tion,  Sinev  this  kind  calls  for  .s(*eing  a 
task  through  to  its  successful  com¬ 
pletion,  no  partial  credit  should  Im* 
allowed.  Out  of  fajmi*s.s,  an  aecom- 
panving  note  should  inform  students 
of  this  fact. 

From  time  to  time,  an  element  of 
novelty  should  be  in|(*ct#*d.  Tlie  fol¬ 
lowing  is  an  example;  “Each  of  the 
following  sfat(*m(*nts  can  he  corr(*ctIy 
completed  by  w'riting  the  word 
Rreater  or  the  word  h’sn.  Write  the 
correct  word  to  tin*  right  of  e.ach 
statement." 

.Another  tyjM*  of  (pu'stion  that  has 
lM*(*n  overl(X)ke(l  for  too  long  is  the 
one  ri'quiring  tin*  student  to  show 
how  he  would  deal  with  a  specific 
sitmation  as  a  result  of  having  studied 
the  course  work.  Personalized  ques¬ 
tions  asking,  "What  would  i/imi  do 
under  such  circumstanc'(*s?"  or  "\Mi.at 
precautions  would  i/o«  take  in  a  case 
of  this  kind?"  make  thesi*  tests  more 
meaningful  to  the  students  and  at  the 
same  time  show*  ns  the  extent  to 
( Continut'd  nn  page  49 ) 
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A  TYPING  DEMONSTRATION 


or 

WATCH  CLOSELY 

AND  SEE  HOW  TEACHER  DO^  IT 


Typing  gaily,  gaily  typing. 

Fingers  flying  on  the  keys ! 

Smooth  and  steady,  ever  ready 
Type  correctly  with  great  ease. 

Never  hit  the  wrong  key — never' 

Or  at  least  Just  barely  ever. 

See  how  smooth  the  typing  goes  nowq 
(Oops!)  That's  nothing-let's  don't  fret. 

Everybodu  makes  sime  errorrs — 

Later,  better's  what  you  get. 

Oh,  thus  drukk  us  vert  gekofyk 
( Axiglo-Saxon?  No!  Wrong  row!) 

Oh,  this  drill  is  very  helpful 
To  develop  rhythmic  speed: 

Jf JfJf Jf JfJf Jf Jf JfJfJf JfJf Jf 
JfJfJfJfJf JfJf JfJfJfJf JfJfJf 

(Teacher's  pretty  good,  hey  kiddies?) 
Pravtice,  thatS  what  does  the  deed. 

Now  I'll  type  Just  like  the  dickens: 

Nis  us  te  tumd  zkk  lllzing! 

Weill... I 'll  type  it  with  no  errors: 

Nis  us  te  tumd  zkk... Same  thing!? 

Guess  this  thing  it  out  of  order  (  !) 

Each  sit  down  now  in  his  place... 

Students,  students!  Watch  your  typing! 
These  mistakes  are  a  disgrace  ! 

HARRY  BERNARD  PLANT 
Washington  High  School 
Los  Angeles,  California 
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Not*:  The  authm  did  her  xtttdmt 
tetu'hhiff  at  Johmtown  (Fa.)  Central 
Iliuh  School  In  the  first  semester  trf 
the  1996-57  achotd  year.  She  is  now 
a  rentdar  teacher  in  the  Mount  Leh- 
amm  (Fa.)  schotd  system. 

By  THK  time  It  itiident  teacher 
compiles  a  iiotelMMik  of  from  2(K) 
to  50()  typewritten  puK***,  he  has  a 
recsmi  of  his  eighteen  weeks  of  stu¬ 
dent  teaching  that  can  prove  ex¬ 
tremely  useful.  Tlw  husiness  depart¬ 
ment  fif  Indiana  State  Teachers 
College,  Indiana,  Pennsylvania,  re¬ 
quires  each  student  taking  Profes¬ 
sional  Practiciim  to  compile  such  a 
notelMMtk  while  he  is  student  teach¬ 
ing.  Many  national  leaders  in  teacher 
training,  as  well  as  other  husiness 
educators,  have  I'ommented  on  this 
IxNik.  It  serx'es  as  a  ('ompiHe  and 
thorough  rrcfird  of  student-teaching 
ex|M*riences  and  is  an  invaluahic 
giiiile  after  the  student  enters  the 
profession. 

The  students  tliemselves  compile 
•ind  type  the  material,  which  ismies 
from  many  scMirces.  ('ontents  include 
unit  plans,  lessmi  plans,  tests,  analy¬ 
ses  of  test  results.  elassriMmi  ohservu- 
tions,  professional  readings.  I'onfer- 
ence  notes,  faculty-meeting  ntKes, 

2H 


evaluations  of  the  student  teacher, 
records  of  participation  in  extracur¬ 
ricular  activities,  community  con¬ 
tacts,  schtMil  fonns.  points  of  Penn¬ 
sylvania  scluxd  law,  student  cose 
studies,  and  a  section  of  miscellane¬ 
ous  material  pertaining  to  teaching 
and  to  the  specific  high  schixil  to 
which  the  student  teacher  is 
assigned. 

Ihrfore  lieginning  each  unit  of 
work,  the  student  teacher  prepares 
unit  plans.  They  starve  as  guides  for 
the  daily  lesson  plans  that  the  stu- 
tlent  teacher  types  in  triplicate— one 
copy  for  himstdf,  one  for  his  high 
schfxil  su|M>rvisor,  and  one  for  his 
Provisional  Practicnim  notel>ook. 

(Copies  of  tests,  test  results,  and  in- 
ter|iretations  also  go  into  the  note- 
lMM>k.  By  interprt'ting  test  results,  the 
student  teacher  can  note  areas  of 
student  weakness  and  can  use  this 
infonnation  as  a  basis  for  remedial 
work. 

Along  with  his  regular  teaching 
<luties,  the  student  teacher  must  also 
ohserse  30  classroom  stisions  in- 
structed  by  regularly  employed 
teachers  in  the  high  sch(M>l  when;  he 
is  assigne<l.  He  writes  reports  on 
these  ol)servatiiHis,  keeping  in  mind 
such  definite  points  as  discipline,  stu¬ 


dent  participation,  teacher  interest, 
motivati(jn,  cla-ssriMun  management, 
procedures  and  techniques,  and 
methods  of  assigning  material.  Al¬ 
though  the  student  teacher  is  ex¬ 
pected  to  observe  most  or  all  of  the 
business  teachers,  he  is  not  required 
to  observe  ordy  business  teachers. 

Another  section  of  the  npteixxik 
deals  with  the  student  teacher’s  pro¬ 
fessional  reading.  At  Indiana,  each 
student  teacher  reads  30  selections 
in  business-education  and  general- 
erlucation  magazines.  Most  students 
ctmline  their  reading  to  articles  that 
<leal  with  the  subjects  they  are 
teaching,  but  some  venture  into 
other  subject  areas  or  into  education 
in  general.  The  purpose  of  these 
readings  is  twofold:  (1)  to  k<*ep  the 
student  teacher  up  to  date  on  news 
in  the  business  field;  (2)  to  aid  him 
by  giving  him  ideas  for  teaching  pro- 
ct'diires,  presentation  of  material,  and 
motivation  for  the  subjects  he  is 
teaching.  Tlie  readings  are  summa¬ 
rized  in  either  paragraph  or  outline 
form.  Some  contain  evaluations  of  the 
articles. 

Tlie  student  teacher  and  his  high 
school  supervisor  confer  throughout 
the  eighteen -week  period.  They  dis¬ 
cuss  ways  of  improving  teaching  tech- 
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niques,  presenting  material  effectively, 
and  fostering  gfMxl  teacher-student 
relationships.  The  student  teacher  is 
free  to  ask  his  supervisor  questions 
conc'eming  his  work.  He  also  meets 
with  his  college  supervisor,  who  ob¬ 
serves  him  four  times  during  the  eight¬ 
een  weeks  and  discusses  with  him 
ways  of  improving  teaching  tech- 
ni({ues.  The  results  of  these  confer- 
enc*es  are  included  in  the  noteb<K)k. 

During  his  eighteen  weeks,  the 
student  teacher  attends  the  regular 
faculty  meetings  of  the  school.  A 
summary  of  the  prcK-eedings  of  these 
meetings  also  goes  into  the  notelxiok. 

Double  Evaluation 

At  intervals  throughout  the  .semes¬ 
ter,  the  high  school  snperv'i.sor  eval¬ 
uates  his  student  teacher,  who  in  turn 
evaluates  hiins<‘lf.  Thesr;  evaluations 
are  disciisst'd  from  time  to  time,  and 
they  emerge  in  final  form  near  the 
end  «)f  the  semester.  Usually  they  lie- 
c-ome  part  of  the  student’s  nritelxxjk. 

Another  section  of  the  lx>ok  re¬ 
flects  the  student  teacher’s  extratnir- 
ricular  schfxil  and  community  con¬ 
tacts,  through  a  summary  describing 
the  organi/ation  of  each  activity,  its 
aims  and  objectives,  and  the  student 
teacher’s  responsibilities. 


Elsewhere  in  the  notelxx)k  are  in¬ 
cluded  all  the  forms  the  sch(X)l  uses 
for  administrative  purposes-f»)r  stu¬ 
dents’  use  and  also  f«)r  sch(X)l  rec¬ 
ords. 

During  the  eighteen-week  peritxl, 
the  student  teacher  attends  classes 
in  Pennsylvania  sch<x)l  law.  Admin¬ 
istrative  offic'ers  of  the  schixil  discuss 
sch<x)l  activities  and  explain  how 
they  are  related  to  the  experience;  of 
the  bc'giiining  teacher.  Notcm  taken 
in  these*  classc's  are  included  in  the 
Ixxik. 

Tlie  last  section  of  the  notebook  is 
usually  reserved  for  miscellaneous 
items— infonnat ion  alxxit  the  com¬ 
munity,  the  schfxd’s  objec-tives,  the 
make-up  of  the  various  curricula, 
grading  ircstructions,  standards,  spe¬ 
cial  instructions,  and  duties  of 
teachers.  Many  students  include  in 
this  section  cla.ssroom  photographs  of 
their  students  and  of  their  biillHin- 
IxKird  displays. 

Week  by  week,  the  material  that 
will  make  up  the  notelxx>k  is  sub¬ 
mitted  to  the  high  schrxd  supervisor, 
so  that  he  may  read  and  evaluate  it, 
c-orrect  errors,  and  suggest  changes 
lx*fore  it  is  in  final  ftmn. 

After  the  lxx)k  is  Ixxmd-several 
weeks  Irefore  student  teaching  is  con¬ 


cluded— it  is  taken  to  the  business  de¬ 
partment  of  the  c«»llege.  Here  it  is 
insp<‘cted  and  evaluated  once  again, 
this  time  by  the  director  of  business 
education  and  the  college  siiiH'rviaor 
of  student  teaching. 

AvailabU  for  Inspoctlon 

For  several  weeks,  the  notelxx)ks 
are  available  for  examination.  During 
this  tirm;  they  are  in  great  demand 
and  are  ins|)ected  carefully  by  stu¬ 
dents  who  must  compile  their  own 
notelxxtks  shortly.  No  materud  is 
taken  fr(»m  any  of  the  notelxx>ks. 
Future  student  teachers  merely  gain 
a  few  ideas  concerning  notelxM)k  ma¬ 
terial  and  its  assembly.  After  the  in¬ 
spection  i>eri(Kl,  notelxx)ks  are  re- 
tiiriM'd  to  their  owners.  'Hie  grade 
that  the  student  teacher  receives  on 
his  notelxxik  Ix'cornes  part  of  his  Pro¬ 
fessional  Practicum  grade  for  the 
s«*mester, 

I  found  my  notelxxik  helpful  as  a 
source  of  refrrente  during  my  eigh¬ 
teen  week.s'  experience.  F  am  sure 
that  in  my  future  teaching  it  will  ctm- 
tinue  to  serve  as  a  reference  for  in¬ 
formation  alxiut  lesson  plans,  tests, 
and  professional  matters,  and  also 
as  a  permanent  rec-ord  of  all  my  stu¬ 
dent-teaching  experiences. 
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How  widespread  are  these  new  machines  that  "think”?  What  have 
they  meant  to  business  education  in  our  rhost  industrialized  city? 


WHAT'S  AUTOMATION  BEEN  UP  TO 


WK  BUSINKSS  KDUCATORS 
an*  hi'uriiiK  a  Krcut  deal  ab<Mit 
iit'w  iiHui*  ina(Tiiii<‘«  and  tin*  woiid<‘r% 
they  act'oinphidi.  lii((h-K|M*<‘d  compu¬ 
ters  now  make  it  [Missihle  for  large 
eonc«*rn»  to  priK-ess  their  eornplHe 
payrolls  or  their  monthly  billing  in  a 
few  hours.  Antmiiation  ex|M*i1s  tell  us 
that  machines  of  the  future  will  insert 
pap<*rs,  ty|)e  inside  addressi-s,  and 
someday  transform  the  dictator’s  voice 
into  a  ready-to-mail  li*tter  without  the 
aid  ol  a  st*<'retary. 

'I'hongh  the  creative  wcretary  will 
remain  in  demand,  the  result  will  lx* 
that  automation  will  require  fewer  of 
the  imskilltHl  and  si'iniskilled  workers 
pres(*ntly  employed.  If  this  sharp  cut 
in  the  numlx'r  of  clerical  workers  dix-s 
(K-cur,  we  of  tht*  business-education 
department  will  need  to  know  the 
(M-cnpations  most  likely  to  lie  afiecied 
and  the  extent  to  which  oHin*  workers 
should  lx*  coiRH-rned.  We  will  have  to 
revisi*  our  textlxMiks,  csxirse  programs, 
aixl  i>ouns4'ling  act'ordingly. 

ixcluaiv*  Survey 

lliis  St  inly  is  a  r(*sult  of  research 
carrie<l  out  by  |M‘rsonal  interviews 
on  the  part  of  studi'nts  in  a  semi¬ 
nar  at  the  Wayne  State  Univer¬ 
sity  (>raduate  School.  Its  piirixisr* 
was  to  determine  the  extmt  that  nn** 
chani/.ation  and  automation  have  pro- 
gr(‘ss4‘d  in  l)«*troit  offices.  A  final 
thought  to  leave  with  you  is  that  most 
of  the  businessmen  stressiil  the  im- 
IKirtaiKV  ol  sound  training  in  Ixith 
office  fundamentals  and  human  rela¬ 
tions,  even  in  this  era  of  automation. 


1.  Ar*  you  do!n9  •nytkin9  In  •ufomntion? 

Y«i:  27  (100%)  No:  0  (0%) 

2.  How  lon9  you  boon  in  outomotion? 

Number  of  Numbor  of 

Yo«r»  Componiet 

1  . ■ .  I 

l'/2  .  2 

2  I 

2'/2  .  I 

3  3 

4  3 

'  5  4 

6  3 

7  3 

8  I 

10  3 


Totali  SO  2S 

Modion— S  Yoort 

3.  In  wkot  diroction  oro  you  movin9  in  ro9ord  to  outomotion? 

Per  Cent  of 
Componles 


Furthof  rotoerch  .  73.3 

No  proiont  ratearch  .  20.0 

OuHido  company  .  6.7 


Numbor  of  companiai  roportinq — 2S 


4.  How 

many  omployoot 

are  in  your 

ofRca?  How  many 

workin9 

in  automation? 

Numbor 

Number 

Par  Cant 

Employed  In 

Automation  In  Automation 

(1) 

3.500 

350 

10.0 

(2) 

2,000 

100 

5  0 

1,900 

48 

2.5 

hi 

1,700 

255 

15.0 

I.3S0 

85 

6.5 

(6) 

1,300 

125 

9.5 

(7) 

1  205 

361 

30.0 

(8) 

1,100 

no 

10.0 

!<>) 

1,000 

800 

80.0 

(10) 

850 

119 

14.0 

(III 

800 

40 

5.0 

(12) 

750 

68 

9.0 

(13) 

340 

35 

10.5 

(14) 

200 

20 

100 

(IS) 

190 

38 

20.0 

(16) 

185 

40 

21  5 

(17) 

125 

15 

12.0 

(IB 

75 

IS 

20  0 

(19) 

55 

8 

15.0 

(20) 

12 

1 

10.0 

Totali  18,637 

2.633 

Averaqe  14  0 
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IN  DETROIT? 


5.  What  activitiai  ara  in  lina  for  automation? 


Number  of 


Department  Companiet 

Tabulation  .......  20 

Billing  .  18 

Payroll  .  17 

Accounting  .  10 

Mailing  .  8 

Production  . 7 

Inventory  . . .  7 

Marketing  .  3 

Collection  .  2 

Engineering  .  2 

Purchasing  .  I 

Distribution  .  I 

Advertising  .  I 


6.  How  big  an  operation  is  nacassary  to  warrant  installation 
of  automation? 

Thera  was  no  absolute  agreement  but  the  factors  were 
thase: 

(a)  Kind  of  operation 

(b)  Number  of  personnel  involved 

(c)  Sira  of  operation 

(d)  Cost  of  installation 

(e)  Cost  of  operation 

7.  What  percentage  of  people  have  been  replaced  by  auto¬ 


mation? 

Number  of 

Per  Cent  Companies 

None  Replaced  .  14 

About  I07o  Replaced  .  4 

Unable  to  Answer  .  3 

From  1%  to  5%  .  2 

About  60*/o  .  ? 

About  83%  .  I 

About  18%  .  I 

Total  .  27 


I.  What  has  been  done  with  replaced  personnel? 

Number  of 


Answer  Companies 

Absorbed  In  the  Organiiatlon  27 

Had  to  Find  Other  Jobs  Elsewhere  2 

More  Jobs  Created  by  Automation  I 

No  Jobs  Were  Replaced  I 

No  Answer  I 

Total  .  27 


I 


9.  If  automation  operator*  are  obtained  from  current  per¬ 
sonnel.  does  this  represent  a  promotion? 


Answer 

Yes  . 

No  . 

In  some  cases  .  .  , 


No.  of  Co's 
...  19 

.. .  5 

...  3 


Total 


27 


10.  Are  any  tests  given  before  hiring  machine  operators  for 
automation? 


Yes:  17  (63%) 

If  so,  what  type  of  test  is  given? 

General  Information  Tests . 

General  Clerical  Test  . 

Personnel  Aptitude  . 

IBM  Aptitude  Test . 

Arithmetic  Test  . 

Standard  Civil  Service  Test  . . . . 


No:  10  (37%) 

Number 

.  4 

.  5 

.  5 

.  2 

.  2 

. .  I 


Total .  s  .  19 

11.  Was  there  much  difTiculty  Incurred  in  training  your  am- 
ployeas  for  automation? 

Yes:  3  (11.5%)  “  No:  23  (88.5%) 

If  yes,  what  was  the  difficulty? 

The  difficulty  seemed  to  be  that  employees  triad  to  take 
short  cuts  m  computations  instead  of  following  instructions. 

12.  Is  a  knowledge  of  small  machines  still  important? 

Yes:  22  (81.5%)  No:  5  (18  5%) 

The  firms  contacted  generally  felt  that  knowledge 
of  machines  produced  interest,  which  Is  a  key  factor 
in  developing  a  good  automation  machine  operator. 

13.  What  qualities  and  attitudas  should  high  school  students 
develop  in  preparing  for  automation? 

Listed  In  order  of  frequency: 

( 1 )  Logical  mind 

(2)  Interest 

(3)  Good  human  relations 

(4)  Initiative 

(5)  Accuracy 

(6)  Ability  to  take  directions 

(7)  Consistency 

(8)  Punctuality 

(9)  Good  attitude  about  work 

(10)  Good  speech  and  oral  aaprassion 

(11)  Methods  analyst 

(12)  Ability  to  write  well 


(13)  Neatness 

(14)  Courtesy 

14.  What  high  school  coursas 
In  automation? 

prapara  the  student  for  work 

Course 

Per  Cent  of  Co‘s 

Basic  Fundamentals  (3  R'l 

i)  .  .  90  0 

Typing  . . 

.  81  5 

Bookkeeping— Accounting 

.  22  0 

.  180 

Science  . 

.  130 

.  110 

.  90 

General  Business  Courses 

.  40 

Public  Speaking . 

15.  Does  typing  help  prepare 

.  40 

studants  for  automation? 

Per  Cent  of  Co's 

Yes  . .  815 

No  .  14  8 

Do  not  know  .  3  7 


100  00 

16.  Oo  you  think  it  would  be  a  good  idaa  for  schools  to 
train  studants  In  punch-card  work? 

Per  Cent  of  Co's 


Yes  .  .  54  0 

No . .  45.C 

Do  not  know  10 


1000 

The  general  opinion  was  thaf  training  on  a  standard 
typewriter  and  a  ten-key  adding  machine  was  Suf¬ 
ficient  to  prepare  a  student  for  punch  card  work. 
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Expanding 

the  Fundamental 

Bookkeeping  Equation 

liy  expafuling  A=L  you  can  teach: 

•  the  types  of  accounts 

•  the  debit  and  credit  relationship 

•  the  meaning  and  function  of  the  trial  balance 

•  the  purpose  and  technique  of  closing  the  books 


The  equation  Awts  =-  Llabill 

tin  -4~  Proprietorship  is  familiar 
to  most  bookkrtrping  students;  but 
few  understand,  or  even  know,  that 
this  equation  can  be  expanded. 

In  the  early  stupes  of  the  Ixwkkeep- 
iiiK  c'oiirsc,  this  basic  ix}uation  is  veiy 
helpful  in  showiiiK  the  relationship  of 
assets  and  ownership.  It  is,  of  cotirse, 
a  statement  in  summary  form  of  the 
Imlance  sheet.  Tlie  equation  may  be 
list'd  to  shim  the  effect  of  simple 
business  transact  ions  and  to  indicate 
how  the  bulatue  is  always  maintained. 
It  can  also  help  cement  the  debit- 
credit  relationship.  Debit  means  left. 
Assets  are  on  the  left  side  of  the  equa¬ 
tion.  Asset  ac(;t)unts  have  debit  bal¬ 
ances  and  are  increasetl  by  debits.  A 
similar  relationship  exists  Ix'lween  the 
meaniiiK  of  credit  and  the  liabilities 
and  propriHorship  items  on  the  ri^ht 
side  of  the  erpiation. 

Rut  don’t  stop  short!  Caintinue  to 
use  the  eipiation  by  expanding  it  or 
showiiiK  how  other  typt'S  of  at'couiits 
fit  into  the  picture.  Don’t,  of  course, 
show  this  expansion  during  the  first 
week;  w'ait  until  you  presc'ut  the  in¬ 
come  and  expense  accounts,  probably 
near  the  end  of  the  first  month  of  the 
(‘ourse. 

Tliere  are  two  or  thrw  ways  of  cx- 
plainiiiK  the  expanded  (x|uati<m,  but 
I  iN'lieve  the  following  is  the  most 
logical  way  and  the  easiest  for  stu¬ 
dents  to  understand. 

Start  with  the  e<|uation  A  L-fP 
and  ask  the  students  what  elements 
have  lieen  left  out.  'Tliey  will  soon 
identify  ini'iane  and  expense  items  It 
is  not  difficult  to  show  how  the  income 


LLOYD  L.  GARRISON 

OHahomj  Slate  University,  Stillwater 

accounts  get  into  the  ftquation.  To 
whom  does  the  inernne  belong?  To 
the  propri«*tor,  of  course.  Income  ele¬ 
ments  are  really  a  part  of  proprietor¬ 
ship;  they  are  simply  separated  tem¬ 
porarily  for  convenience  in  collec-ting 
the  items  and  showing  the  sources  of 
income. 

What  alMHit  exiM'iises?  What  is  the 
effect  on  proprietorship  of  paying  out 
money  for  rent,  electricity,  telephone, 
salaries,  and  similar  ex|)ense  items:^ 
Obviously,  these  elements  or  accounts 
are  the  oppositt;  of  ini'ome  items  in 
their  effect-that  is,  they  decrea.se  pro- 
pri(*torship.  Becaiisr'  of  the  large 
niimlrer  of  r'xpenses,  it  is  easy  to  dem¬ 
onstrate  the  need  for  separating  these 
items  temporarily,  rather  than  record¬ 
ing  them  directly  in  the*  proprietorship 
acrount. 

By  starting  with  the  basic  ecpiation, 
you  can  illustrate  these  facts  pictoiial- 
ly,  step  by  st«*p.  Tlie  income  ac'counts 
( I )  and  then  the  expense  accounts 
(E)  can  lx*  shown  as  sulxlivisions  of 
the  propriftorship  (F).  .Ml  accounts 
may  now  lx*  written  in  straight  ec|ua- 
tion  form.  Tlie  expense's  (E)  are 
movf'd  to  the  left  side  of  the  equation, 
with  a  coiMW'rpient  change  in  sign  from 
minus  to  plus.  Here  are  the  ecpiations; 

A  -  I.  f  P 

K^Ti  TT-f) 

A  -  I.  4  P  ♦  I  -  P 
A  t  K  -  I.  (  P  f  I 

Tlie  first  iea.son  for  expanding  the 
ecpiation  is  that  it  helps  students  S('e 


more  clearly  the  r<‘lationship  of  ac- 
I'oimts.  (C'ost  accounts  fC)  may  be 
brought  into  the  equation  later  in 
miK'h  the  same  manner  as  the  cx- 
pensT's  were.)  It  also  makes  the  teach¬ 
ing  of  the  classification  of  accounts 
and  tlie  preparation  of  the  first  few 
work  sheets  a  bit  easier. 

Understanding  of  the  debit-credit 
relationship  is  further  enhanced.  Stu- 
di*nts  may  discover  for  the  first  time 
that  the  left-hand  accounts  contain 
other  items  besides  assets,  and  that 
these  expc*n.s<'  accxiunts  are  affec'ted  by 
debits  and  cTcdits  in  the  same  manner 
as  the  assets.  Likewise,  students 
reali/i*  that  right-hand  balances  con¬ 
tain  other  items  besides  liabilities  and 
proprietorship— namely  income  ac¬ 
counts. 

Highlights  Trial  Balance 

A  follow-up  to  the  use  of  the  ex¬ 
panded  ecpiation  in  amplifying  the 
debit -credit  relationship  is  Its  assexHa- 
tion  with  the  trial  balance.  Students 
may  lx*  brought  to  see  that  the  trial 
balance  Is  merely  pnxif  of  the  state¬ 
ment  A  -J-E  -L-fP  I  I.  or,  (^inversely, 
that  the  expanded  cx]uati(m  is  a  sum¬ 
marization  of  the  trial  balance. 

I  have  found  that  another  real  value 
of  expanding  the  basic  equatiem  is  its 
use  in  teaching  closing  entries.  Since 
income  and  expen.ses  were  presented 
as  lx?ing  temporarily  separated  from 
propric'torship,  it  is  now  possible  to 
show  the  closing  prix'ediire  as  tlie  pro¬ 
cess  by  which  these  items  are  brought 
into  proprietorship  as  a  permanent 
part  of  the  records.  'Fhe  following 
diagram  illustrates  this  prrxedure; 
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The  diagram  shows  the  return  to  the 
basic  form  of  the  equation,  which  is 
now  ready  for  expansion  during  the 
operatiiMis  of  the  new  fiscal  period. 
Kssentially  the  same  diagram  may  be 
us€hI  for  a  merchandising  t'oncem  in 
which  purchases  and  sales  accounts 
are  inclndeil.  The  aictnints  usetl 
should  Im*  taken  from  an  actual  prob¬ 
lem,  S4»  that  the  pk-tnre  may  be  com¬ 
pleted  later  by  posting  the  appropriate 
amounts  from  the  closing  entries  in 
the  journal.  Us«*  «»f  colored  chalk 
makes  the  pres«'ntation  more  effective. 

This  bri(>f  analysis  is  designed  to 
show  how  the  equation  fits  into  the 
closing  pnKt'tlnie.  I'here  are  immer- 
ons  ways  of  explaining  closing  entries; 
liowever,  the  almve  diagram  is  tlie 
iH'st  way  that  I  have  found  to  show 
the  over-all  efftct  of  the  closing  pro- 
tt‘ss  and  the  lelationships  within  it. 

Surely  the  advantages  of  expanding 
the  fundamental  IxKikkeeping  equation 
warrant  s|X‘nding  the  brief  time  neces¬ 
sary  to  teach  it. 


Co-op  Work-Experience  Problems  CAN  Be  Solved 

If  you're  setting  up  a  secretarial  program,  don't  overlook  the  D.  E.  co-ordinator's  experience 


MYRON  J.  KRAWITZ 

North  Shore  Schools,  Clen  Head,  N  Y, 

AS  MORE  office  jobs  brcome  avail¬ 
able,  more  students  graduate 
from  our  .schools;  but  employment 
managers  are  less  and  U*ss  succt'ssfiil 
in  their  search  for  exf>eriertced  work¬ 
ers.  We  must,  in  all  fairness,  recog¬ 
nize  that,  with  employers’  costs  sky- 
nK’keting,  every  businessman  is  en¬ 
titled  to  hope  that  each  new  employee 
will  lie  worth  his  salary  from  th<‘ 
beginning.  Our  .scIkniIs  are  doing  their 
l>est  to  train  young  {leople  for  busi¬ 
ness,  but  most  of  them  can  offer  little 
practical  i.*xi)erience.  A  classrcxim  sim¬ 
ply  is  not  a  business  officer. 

In  rec<*nt  years,  howev»*r,  erluca- 
tors  as  well  as  businessmen  have 
shown  an  increasing  interest  in  co¬ 
operative  work-experienc-e  programs. 
Office  training  under  such  a  program 
presents  at  least  a  partial  answer  to 
the  problem;  hut  there  is  one  big 
stumbling  bUx'k— scheduling. 


Asidtr  from  school  admini.strators' 
cours<‘-sclH‘duling  problems,  aggra¬ 
vated  by  tialay’s  crowd<*tl  ciassrcxmis, 
there  is  another  complication:  What 
kind  of  schedule  for  trainees  will  lx? 
acceptable  to  busint'ss? 

Twenty  years  of  ex|K*rienc<*  in  co¬ 
ordination  of  distributive  education 
show  that,  in  similar  situations,  .sched¬ 
uling  preibh'ins  have  not  proveel  to  be 
insurmountable.  Partly  iM'cause  of  the 
widely  diverse  geographic  areas  in 
w'hich  the  I),  program  has  ojmt- 
ated,  co-ordinators  have  learned  how 
to  arrange  split-week,  team-shift,  half¬ 
day,  and  alternate-month  oiM-rations. 
In  a  great  many  cases,  a  I).  K.  co 
ordinator  may  have  the  answers  to 
some  of  the  problems  facet!  by  the 
co-ordinator  of  a  sr-erHarial  office- 
training  program. 

Perhaps  yifu  want  to  ('Stablish  a 
siK'cessful  program  tif  this  type.  It 
is  rxit  easy;  but,  as  a  co-ordinator  of 
distributive  education,  I  have  formu¬ 
lated  seven  basic  rules.  Tliey  may 
offer  ytiu  a  helpful  start. 


ONE.  'Ilie  busint'ss  ctnnmunity 
served  by  the  schiMil  should  Im'  sur- 
veyetl  to  di'termine  the  needs  of  the 
employers. 

TWO.  A  gioup  of  educators  and 
employers  should  determine  the  basic 
skills  needtd  by  the  iM'ginning  worker. 

Ill  REE.  An  understanding  of  the 
program  must  lx*  communicated  effec¬ 
tively  to  the  busiix'ss  community, 
whose  res|xinsibilities  should  lx*  clear¬ 
ly  and  definitely  outliix'd. 

FOUR.  'I’he  sclxxil  must  "promote” 
the  program  with  Ixjth  its  students 
and  their  parents. 

FIVE.  The  students  should  lx*  care¬ 
fully  screened  Ix'fore  they  are  allowed 
to  (pialify  for  the  program. 

SIX.  The  instructirxi  of  working 
stiidi'fits  must  lx-  closely  co  orrlinated 
by  the  classnx>m  teacher  with  the 
needs  of  the  students’  jol>s. 

SEVE.N.  I’lacernent  must  lx*  ad¬ 
ministered  by  an  ex|x-riefx'ed  person 
who  is  familiar  with  the  rx'f'ds  of 
kx  al  business  and  who  has  a  working 
knowledge  of  the  area  lx-  8«'rves, 
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Our 
Graduates 
Know 
How 
to  Spett 


ORITA  LARSON 

Aijpfswald'j  Accounting  and  Secretarial 
School.  Seattle,  Washington 


WHEN  I  STAHTFJ)  my  first  sp<;l- 
liiiK  class  ill  a  private  business 
scIkioI,  1  (tad  quite  a  surprise.  Sinctt 
must  of  our  students  were  high  scfioul 
graduates,  1  assunutd  that  all  they 
would  require  was  a  quick  brush-up 
liefore  we  could  go  on  with  the  other 
phases  of  business  education. 

Several  thousand  students  later,  1 
now  can  say  without  reservation  that 
the  ina^irity  of  higli  scIkkiI  and  col¬ 
lege  students  are  very  poor  spellers. 
'Ilieir  biggest  problem  is  that  they  are 
unable  to  "sound  out"  a  word;  that 
is,  they  cannot  picture  a  word  through 
the  scNind  that  it  makes.  Tlie  result 
is  that  most  students  have  to  rely  on 
iu<‘inori/.ing.  I  find  that  they  earn  giNxI 
test  grades  if  words  are  assigned  in 
advance  for  particular  tests.  But  words 
tested  with  no  warning  priKliice  ridi¬ 
culous  mistakes.  Since  we  know  that 
employers  are  not  going  to  preview 
the  words  they  iisi;  in  their  letters, 
is  it  not  up  to  us  to  prepare  our  stu¬ 
dents  to  nu^'t  this  situation? 

Tliere  are  two  types  of  instructors, 
however,  who  will  have  adju.stment.s 
to  make  liefore  l)ec*oming  effective 
s|H*lling  teachers.  First,  there  is  Miss 
Timid,  who  has  always  Ixen  a  pcxir 
speller  herst'lf  and  is  apprehensive 
alxiut  teaching  others.  She  prepares 
each  lesson  metic'iilously  and  is  ever 
fearful  that  some  student  will  ask  her 
to  s|N‘ll  some  word  that  does  not  ap¬ 
pear  in  the  lesson.  Her  classes  are 
likely  to  In*  stilted  and  lacking  in 
imagination— painful  expc'rienct's  for 
all  c-oncenM'd, 

Miss  Hrilliaul  is  just  the  opposite. 
She  has  Imn'ii  able  to  .spell  (‘verything 
in  sight  silica  she  first  learned  to  read. 
She  is  an  avid  student,  and  she  could 
In*  ail  outstanding  sue(t*ss  as  a  sp«‘l- 
ling  teacher— but  she  isn’t.  She  is  in¬ 
tolerant  of  halting  recitation  and  the 
inability  of  certain  students  to  grasp 
rules  and  meanings  that  to  her  sc*em 
so  evident.  Her  class  is  a  Ixire,  and 
students  dread  asking  questions  Ik*- 
caiise  of  her  caustic  c'omments.  Miss 
Brilliant  does  not  mean  to  In:  unkind 
-she  simply  cannot  understand  those 
who  lack  her  ability  to  S|x*U. 

Thesa*  two  instnictors  are  extreme 
typr*s,  however.  We  are  more  con¬ 
cerned  here  with  the  techniques  tliat 
the  average  teacher  may  use  to  con¬ 
duct  a  sucx'f'ssful  spelling  class.  In 
my  opinion,  nothing  is  gained  in 
grouping  together  studt*nts  at  all 
levels  of  sp<‘lling  ability.  Fortunately, 
our  sc'hool  has  sufficient  teachers  and 
faciliti(*s  to  In*  able  to  offer  three 


simultanr*^ms  classes  in  S{)cUing;  in 
smaller  scliouls,  these  classes  may  be 
given  by  one  teacher  at  different 
hours. 

Spelling  Thoory 

The  first  section  is  Spelling  Theory. 
With  this  group  1  painstakingly  re¬ 
view  phonics,  diacritical  marks  (to  in¬ 
dicate  particular  sounds),  such  prob¬ 
lems  as  the  ie-ei  question,  and  then 
briefly  study  plurals.  All  words  used 
are  ctimmon  business  words. 

I'he  students  do  a  great  deal  of 
dictionary  work  as  well  as  pronounc¬ 
ing  and  spelling  ahmd.  Their  word 
lists  are  short.  Our  objective  is  to 
develop  a  thoroiigli  familurity  with  an 
everyday  vocabulary,  including  c*om- 
mon  gt*ographical  names  of  the  stu¬ 
dents’  own  l(K’ale.  A  few  students 
“graduate"  from  this  class  and  take 
the  advanced  class  for  a  while;  most 
of  them,  however,  take  no  further 
training.  We  are  careful  to  mark  on 
their  employment  rec*ord,  ‘‘Sp<*lling 
TIuNiry  f)nly,"  so  that  employers  will 
realize  that  the  student  has  had  diffi¬ 
culty  in  this  field. 

Surprisingly,  SiH*lling  Theory  is  a 
popular  class.  Most  .students  are  not 
ashamed  to  admit  that  somewhere 
along  the  line,  possibly  lN*caus<*  of  a 
natural  dislike  for  reading,  they  simply 
didn’t  learn  to  sp<*ll.  lliey  are  eager 
for  easy,  basic  lessons  in  which  they 
can  even  receive  an  fNt-asional  A. 

College  Spelling 

I'he  regular  (College  Sp<-lling  class 
requires  a  spelling  worklMK»k.  I  advo¬ 
cate  that  students  wmk  througlioiit  the 
sp<‘lling  period,  and  I  do  not  have 
them  simply  stare  at  a  li.st  of  words. 
All  kinds  of  spelling  problems  and 
ndes  are  presented,  followc'd  by  their 
applications.  This  requires  thinking  by 
the  students.  Tlu*  t€*acher  should  work 
extensively  on  the  blacklxrard  and  In: 
sure  that  each  rule  is  clearly  vinder- 

St(MNl. 

We  have  but  a  half-hour  periiKl  for 
.spelling,  and  I  vary  this  pericNi  from 
day  to  day.  Although  I  follow  the 
pattern  of  the  text,  I  also  insert  my 
own  material.  I  offer  many  lists  of 
so-calU‘d  “litth*  words”— /xirc,  hear; 
Hait,  fiftte;  aeed,  cede;  site,  sight,  cite. 
Usually  student  reaction  is  gorxl,  since 
easy  words  make  them  fci*l  tliat  they 
are  on  sure  grtNind.  However,  we  sel¬ 
dom  liave  a  perfect  papc*r,  for  stu¬ 
dents  actually  do  much  lietter  on  more 
involved  words. 

We  cover  approximately  three  hun- 
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dred  words  in  four  days.  These  consist 
of  some  with  problem  endings,  such 
as  ahle-ihle,  vnce-ance,  and  tion- 
■tion.  We  also  build  up  a  trade  vo¬ 
cabulary,  with  tenns  used  in  mt'diciue, 
eiiftineerinK,  ac-countitiK,  and  other 
fields.  We  constantly  drill  on  s[M‘IlinK 
demons:  accomnuHlate,  hrtu’fu'iary, 
recommend,  liquidate,  liquefy,  super¬ 
sede,  and  persistent. 

On  Fridays  we  have  a  written  test 
of  KM)  words.  I  clxKise  them  from  tlu: 
three  hundred  or  so  presented  that 
week.  I  treat  the  test  s«*riously,  l)e- 
cau.se  it  provides  the  only  ^rade  for 
the  week.  Papers  are  exchanged,  words 
spell<*d  back,  and  grades  recorded— 
all  in  a  half  hour.  At  first,  a  few  stu¬ 
dents  complaineil  that  the  pace  was 
t«Ki  swift;  but  I  reminded  them  that 
we  must  maintain  collet(e-ievel  s|)eed. 

In  a  w<*<‘k  or  s<»,  they  increased  their 
speed,  for  sl«»wm*ss  coiiM's  largely  from 
mut'rtainty.  What  is  more,  everyjme 
ha<l  had  a  valuable  ex|X‘ri(‘iic'('  to  pre¬ 
pare  tln*m  for  an  offic«*  j«)b-they  had 
worked  under  pr«‘ssure. 

I  maintain  a  wall  chart  that  shows 
each  student’s  w«*ekly  Krade.  It  often 
intr(Khices  a  spirit  of  competition, 
which  is  healthy  in  any  classr(N>m.  A 
student  must  earn  ei^ht  (grades  alnive 
85  Indore  he  ret'eives  credit  for  the 
c-ourse.  .An  avc'ra^e  of  thc-si*  ei^ht 
grades  is  his  final  mark.  It  mi^ht  ap- 
p<‘ar  that  only  a  short  |H‘ri(Ml  of  in¬ 
struction  is  nc'cnled  to  obtain  eiuht 
rimkI  grade's,  but  there  are  some  stu¬ 
dents  who  recjiiire  as  many  as  sixtc'en 
wec'ks  to  do  this.  We  realize  that  a 
grade  of  85  does  ncct  mc-an  the  stu¬ 
dent  is  a  gcNnl  spc'llc'r,  but  at  least  In¬ 
is  more  aware  of  his  weaknc‘s.sc's  and 
will  Ik“  much  more  thoughtful  when 
In»  turns  out  a  Ic-tter  or  makes  an 
e'utrv  in  his  firm's  records. 

Secretarial  Spelling 

It  is  obvious  that  secretaries  ne»'d 
more  training  than  this  in  word  skills. 
In  answer  to  that  nen'd,  I  have  worked 
out  a  third  cimrsc*,  SecrHarial  Sp<*I- 
lirig.  A  numln-r  of  our  advaint'd  stu¬ 
dents  had  advocated  such  a  coiirsf*  and 
thc*y  sc*emed  to  enjoy  every  minute  of 
it.  Since  no  textiiooks  are  rc'quired,  the 
teacher  must  assume  the  responsibility 
of  accumulating  enough  interesting 
material  to  challenge  these  students 
who  consider  themselves  aljove- 
avc'rage  spc'IIers. 

A  typical  lesson  starts  with  a  cpiick 
list  of  little  words;  exceed,  accede; 
Iniil,  Inile;  caret,  carat,  carrot;  bullion, 
Inmillon.  A  sentence  demonstrating  the 


u.se  of  each  word  is  given  to  clarity 
its  meaning.  'ITiis  is  a  wannup;  papc'is 
are  removed  from  the  tyi>ewriters  and 
checked  in  |H*ncil  as  the*  words  are 
s|)eIU*d  back. 

The  vocabulary  of  the  day,  usually 
12  words,  is  then  presc'iited.  Here  arc- 
typical  words:  cacophony,  ptnliatrist, 
numisnuitist,  misogynist,  f)ediatricuin, 
martinet,  and  denuigogue.  These 
words  are  carefully  explaini*d,  and 
the  stude-nts  take  notc-s  so  that  they 
can  use  the  vv-ords  in  sc*ntcnces  of 
their  own. 

The  last  twelve  minutes  of  the-  class 
are  devotc-d  to  dictating  sentencc-s  that 
are  to  lx*  handc-cl  in.  Typical  sc-ntenc-es 
are:  /  think  it  is  a  capita^  idea  to 


visit  the  Capitol  tomorrow.  The  eu- 
plumUms  s(tutul  of  the  church  hells 
ecluH’d  across  the  valley.  /  wish  ytm 
uimld  buy  three  cans  of  bouillon  at 
the  nuirket.  They  say  her  diamoml  is 
a  full  carat.  There  will  be  a  sale  of 
women’s  and  girls’  shoes  tiPttimrmv. 
The  comjMtny’s  order  luis  In-en  tb’layed. 

SiiKt-  this  dictation  is  given  with  one- 
eye  on  the  clock,  the  numlxtr  of 
s<*ntenct*s  varies  according  to  the  class 
tinx-  that  remains  each  clay.  The  stu¬ 
dents  should  finish  typing  at  the:  same 
time— no  rewritc-s  arc  allowed.  We 
dictate  each  s<*ntence  cjiice  cmly,  while 
all  the  typewriters  arc  silent.  In  this 
way,  student  cemcentration  is  intense 
.  (Crmtinued  on  page  W) 
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SIT  UP  STBAIGHT  with  feet  flat 
oil  the  floor."  You  said  it  yester¬ 
day,  yiAi  said  it  today,  and  you’ll  say 
it  tomorrow.  Has  it  become  so  much 
a  habit  with  you  that  you  have  ne- 
glec-tcd  to  explain  why  good  posture 
is  important?  If  students  knew  the 
"reasons  why,"  they’d  try  harder. 

Body  Balance.  Much  has  lx*en 
written  and  said  aliout  body  balance 
at  the  typewritCT.  If  a  fxxly  is  bal- 
ancr*d,  it  feels  no  stress  or  strain.  'This 
is  the  first  im|X)rtant  point  to  em¬ 
phasise— luck  of  muscle  strain.  When 
any  muscle  is  in  a  state  of  unnec't'ssary 
stress,  it  cannot  do  its  job  well. 

First,  let’s  consider  the  back  mus- 
cU*s  and  the  backiMine.  With  proper 
|X)Sture,  the  backlxxie  supports  the 
weight  of  the  Ixxly  from  the  hips  up. 
Observe  the  first  picture  of  Charlie 
(the  skel<*ton)  and  the  picture  of  the 
girl  with  the  white  shoes.  'They’re  sit¬ 
ting  up  straight;  their  backbones  are 
siipixirting  their  weight.  Now,  let’s 
think  of  the  back  muscles.  Tliey  fan 


Let's  “Make  No  Bones”  about 


IMPROVING  TYPING  POSTURE 


NOTE:  The  skeleton 
these  photos  is  actually 
used  by  the  author  in  his 
graphic  demonstrations 
of  posture.  Anyone  who 
sees  one  of  these  demon 
strations  remembers  it. 
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out  from  the  backbone  Uke  guy  wires 
on  a  TV  anteiuia.  (Of  course,  Charlie 
lost  these  muscles  lung  ago,  hut  you 
can  visualize  their  relaxed  state  when 
the  backbone  is  straight  and  siipppurt- 
ing  the  body.)  On  a  still  day,  if  the 
mast  is  straight,  the  guy  wires  on  a 
'r\'  antenna  are  slack  and  there  is  a 
definite  absence  of  strain.  However, 
if  you  were  to  look  at  the  same  an¬ 
tenna  on  a  windy  day— or  at  an  an¬ 
tenna  with  a  bent  mast— you  would 
notice  that  some  of  the  guy  wires 
were  taut  and  strained. 

The  back  muscle's  of  a  typi.st  work 
on  the  same  principle.  If  her  hack 
is  straight,  she  will  feel  no  muscle 
strain. 

It’s  interesting  to  note  that  our 
Imiik's  never  get  tired— in  spite  of  the 
saying,  “My  hones  are  tireel."  The 
muscles,  however,  do  get  tiretl  and 
need  rest,  fuel,  repair,  and  elimination 
of  waste.  If  Charlie  still  had  his  miis- 
clt^s,  he  would  lH*come  tired  rather 
(juickly  in  his  slouched  position.  The 
girl  with  the  long  hair  {see  pfo/to) 
would  also  tire  quickly. 

Bock  Support.  Prop<*r  .supf>ort 
for  the  hack  is  also  very  imixirtant 
to  effective  typing.  Notice  the  curve  in 
the  lower  part  of  Charlie’s  backbone. 
At  this  curve,  the  spine  neinls  sup- 
[xirt;  and  this  spot,  where  there  is  ex¬ 
tra  “padding”  over  the  hacklxine,  is 
ideal  for  hack  support.  If  a  posture 
chair  is  used  to  place  .solid  support 
at  the  small  of  the  hack,  the  hack 
muscles  can  be  relaxed. 

Improved  Body  Functions. 

Other  reasons  for  sitting  up  straight, 
with  the  hack  supp<*rte<l,  are;  in¬ 
creased  lung  capacity;  a  larger  area 
for  the  liver,  stomach,  and  other  vital 
organs  to  function;  a  straight  line  in 
the  backlMine  for  the  spinal  cord;  and 
an  increased  feeling  of  well  lieing. 

I>et’s  c-onsider  each  of  these.  If  a 
typist  is  l>ent  over  the  typewriter,  the 
lung  capacity  is  decreaserl,  making  it 
impossible  to  get  a  full  supply  of 
oxygen.  This  cairses  a  feeling  of  fa¬ 
tigue.  Also,  if  the  typist  bends  over, 
the  stomach  and  other  organs  don’t 
have  enough  rofim  to  function  prop¬ 
erly,  This  may  caus<*  indigestion  or 
other  disr-omforts.  TTie  spinal  cord 
carri<*s  messages  frf»m  the  brain  to  all 
parts  of  the  hotly;  thus,  when  it  is 
without  l)ends  and  pinches,  it  can 
function  normally. 

Feel  for  yourself.  Sit  up  straight 
with  your  hack  supported  and  take  a 
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few  deep  breaths.  Don’t  you  have  a 
greater  feeling  of  well  iK-ing? 

t 

Choir  Soot.  For  maximum  typing 
efficiency,  the  front  t*dge  of  the  chair 
seat  must  nut  touch  the  hack  of  the 
knet*  joint.  If  a  chair  s(‘at  is  too  long, 
it  will  force  the  student  to  slouch;  or 
it  will  hind  his  knees,  hindering  the 
circulation  and  the  removal  of  wa.stes 
from  the  leg  mu.scles  by  thr*  hlcMHl- 
streain.  This,  in  turn,  will  causr*  the 
legs  to  go  “to  sleep.”  (Of  course,  the 
student  may  delilx'rately  assume  |MN>r 
typing  |>osture  in  order  to  avoid  this 
“sleepy”  feeling  in  the  legs.)  You  can 
prevent  this  by  accpiiring  chairs  with 
adju.stahle  seat  lengths.  (The  adju.st- 
ment  is  generally  made  by  moving  the 
hack  rest  in  or  out.) 

Choir  Hoight.  Pro|)er  typing  jxjs- 
ture  rerjuires  that  chairs  1h‘  of  projK-r 
height  in  relation  to  the  fl(K>r  and  to 
the  ty|)ewriter.  Ideally,  a  typing  room 
should  have  chairs  that  may  he  easily 
adjusted  in  hfHght.  The  students 
should  he  able  to  make  the  adjust¬ 
ments  cpiickly  so  that  no  class  time  is 
lost.  At  the  (nid  of  the  class  periorl, 
the  students  should  return  the  chairs 
to  the  lowest  position;  then  each 
student  in  the  next  class  can  make  his 
own  adjustment.  Offices  that  are  really 
efficient  have  chairs  that  can  he  ad¬ 
justed  to  each  individual  typist.  They 
cost  little  more  than  gcxMl  straight- 
hacked  chairs. 

How  tlfM's  chair  height  play  an 
important  part  in  proper  typing 
posture?  First,  the  chair  must  allow 
the  typist  to  place  her  feet  flat  on 
the  fltKir.  This  gives  Inxly  halant'e  and 
helps  to  eliminate  strain  on  rnanv 
muscles. 

Second,  the  chair  must  Im*  capable 
of  IxMiig  adiusted  in  relation  to  the 
typing-tahh*  height,  so  that  the  typist’s 
arms  will  slotx*  upward.  Tliis  sloi>e 
assists  in  <*fficient  typing  and  reduces 
arm-muscle  fatigue. 

If  the  foreanns  are  in  this  upward 
rvisition,  all  the  arm  mus<-les  tend  to 
lx*  relaxerl.  and  the  finger  rmwles  ean 
move  much  more  ouickly.  To  illustrate 
the  “reason  why”  for  this  slope,  have 
yrnir  students  hold  their  forearms  in 
a  slightly  downward-sloping  position; 
then  have  them  hold  them  in  a 
slightly  upward-sloping  position.  'They 
will  notice  the  differerree  in  strain  on 
the  arm  muscles. 


Habit  plays  an  imixirtant  part  in 
ixrsture.  When  fac-ed  with  the  “rea¬ 
sons  why”  that  have  just  bsH-n  de- 
scrilxx!,  somt*  students  will  say  that 
it’s  tiring  to  sit  up  straight  for  a  lung 
time.  I'm  afraid  that  this  is  true  the 
first  time  tin*  stutlent  tries  it,  Ix'cause 
he  is  t(M)  accustoiiK'tl  to  slouching  at 
the  ty{X‘writer.  In  many  cast's,  teach¬ 
ing  corrt'C't  typing  |xisture  simply 
means  breaking  had  habits  that  have 
already  lx*en  formed.  A  patient  anti 
jXTSi'vering  teacher  will  win  in  the 
long  run,  Ix'caii.se  students  will  dis 
cover  that  they  ty^x*  more  easily  uiitl 
accurately  with  correct  ixisture-and 
that  they  ft'el  Ix-tter,  tixi. 

Chair  Position.  The  typist's  chair 
.should  Im>  slightly  to  the  riglit  of  the 
ty|X*writer  Ixx-ause  of  the  direction 
of  the  keys  ust*!!  by  each  finger.  For 
('xainplt',  notice  the  manner  in  which 
the  2,  IV,  s,  X  row  of  keys  slofX's  to  the 
right.  (Generally,  the  reaclx's  are  easier 
and  more  accurate  if  the  typist  sits 
a  little  to  the  right  of  the  machine. 

Tlie  experts  claim  that  it  is  best 
for  the  chair  to  Ire  placed  so  that  the 
fingertips  are  over  the  knees.  How¬ 
ever,  the  distance  Iretwi'en  chair  and 
desk  will  depend  on  the  individual 
student.  The  “reason  why"  is  that  the 
upper  arms  .should  Ire  approximately 
vertical,  and  the  ellxrws  should  Ire 
close  to  the  sides  alxrve  the  hips. 
Here  again,  mus<-Ie  strain  results  if 
the  ellrows  stick  out  or  if  the  upper 
arms  slant  forward  or  backward  tixr 
miK'h. 

flirrrect  ixrsture  helps  the  typist  to: 

•  Present  a  gixxl  ap|x>arance. 

•  Fi'cl  Ix'tler. 

•  Re<hice  mus<-le  fatigue  tir  a  mi¬ 
nimum. 

•  Breathe  more  effectively  and  im¬ 
prove  the  Ixxlv’s  functioning. 

•  Reduce  typing  errors  and  in- 
creaw  six'erl. 

To  achieve  c-orrect  prrstiire  at  the 
tyiM'writer,  the  typist  should; 

•  Sit  with  hacklxrne  straight, 

•  H.ive  Ixrth  feH  flat  on  the  fkxrr. 
This  helps  to  reduce  muscle  fatigue 
and  is  the  first  step  in  correct  Ixxly 
balance. 

•  Have  thighs  parallel  to  the  fl»x>r, 
Tliis  rediK-es  leg  strain  and  improves 
Ixxly  balance. 

•  Have  the  small  rtf  the  back  well 
supported. 

•  Have  the  forearms  slo|X‘d  slightly 
upward. 

(Correct  ixrsture  contributes  ttr  your 
comfort  and  as.-curac^  in  typing. 
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KiH'roH*N  Sim:  ThiJi  extlianne  iif  lettrrn  l»  thi'  terorui  in  a  series  Intsed  im 
rimmim  offu:e  problems.  The  letters  are  marked  off  in  gnmps  irf  20  standard 
n  ords  atui  nuiy  In;  dietated  at  any  desired  speed. 

Situation  7.  INTERRUPTIONS 


1 

Inside  Olid  re  ss 
Dr.  J(ilin  JoiH'R 
Stull* 

Vuiir  C:Hy 

Sinruiture. 

Mary  Sinitli 


Utt«r  3 

Irtside  mldress 
Mi*#  Mary  Sriritii 
415  Summit  Strii*! 

Your  (’ity 

Signature 
Dr.  Juliii  June* 


(I)  : 

Dear  l>«M-tor  JotMf*:  Ferliap*  you  can  akkivt  irx*  with  the  followitiK  problem. 
Shmild  a  »ecretary  interrupt  her>  Imm«,  ekpecially  durinx  meetinxk,  if  he  has 
akked  not  to  he  inlernipted?  If  I  followed  hi*  directioiu*  to  the  letter,  the 
aiikwer  would  he  kimple— no  interruptionk. 

Often,  however,  a  kitiiation*  ari«e«  in  which  an  interruption  i*  necek*ary. 

Are  there  any  xiiide*  concerninx  when  a  lecretary*  khould  interrupt  her 
Im»#«?  SlfK-erely, 


(2) 

Dear  Mi»k  Smilhi  There  probably  are  no  definite  rule*.  Jiidxnienl  holdk  the 
key  to^  liny  decikion  of  Ihik  kind,  at  in  many  ca»e*.  Tlii*  judxmenl  khould  Im* 
haaed  on  the  exact  kiliialion*  and  on  your  ex|M‘rience  with  your  particular 
iHHik  in  your  particular  office. 

You  certainly  khould  not^  annoy  your  ho**  with  petty  thinx*.  laMik  up 
technical  word*,  like  company  manuals,  dictionaries,  and  other**  references 
that  exist  by  the  hundreds.  .Never  interrupt  in  order  to  find  out  sinnethinx 
you  should  already*  know  or  could  have  found  elsewhere. 

You  niiikl,  however,  interrupt  for  major  thinx*.  lafl’t  suppose  your  boss  it 
in  an'*  im|Mirtanl  nieetinx  and  has  left  word  with  you  that  he  it  not  to  he 
interrupted  under  any  circumtlances."  Then  a  lonx-distance  telephone  call 
cmnet  throiixh  from  an  im|Mirtant  client  whom  you’ve  het*ii  Iryinx  to  reach 
for  three'i  day*.  Under  this  circiirmtance,  slioiild  you  interrupt?  Y'ou’d 
lietler,  or  forever  Ih*  tryinx  t*'  live  it  down. 

FerhaiM'*  more  im|M>rtant  it  the  inaniwr  in  which  you  interrupt  your  hots. 
'I'lie  claikic  way  it  to  kn<K-k  on  the  dinir  and  say,'*  “May  I  intemipt?”  How 
redundant  can  you  x**!— y(»<  alreaily  have  interrupted.  AiMither  way  it  to 
stand  at  the  diMir  in'*  all  ymir  loveliness  and  wait  till  your  Chanel  Number 
Five  permeates  the  riMim,  thus  announcinx  your  pretence.'*  Somewhere 
between  the  two  extremes  it  the  pn>|ier  method.  I1ie  best  thinx  it  to  talk 
to  your  boks  about  it'*  and  reach  an  axreement.  Ask  him,  “How  should  1 
interrupt  you  when  1  do?  Shmild  1  speak  up,  wave  somethinx,  clear  my 
throat,'*  or  what?”  Probably  the  best  thinx  it  simply  to  speak  up.  Sin- 
I'erely,  (372) 


Pr«vi*w  OutlinBS 


(  I  )  Especially,  iiitemipled.  (2)  DetHsiiHi,  trchiiical,  duiiuuaries,  exist,  elsewhere, 
let’s,  you've  liren,  you'd  forever,  mlimdant,  loveliness,  peniieates,  solution. 
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OUR  GRADUATfS  CAN  SPELL 

(('ontinued  from  \mtl,e  3.5) 

-more  X'akI  prac-tice  for  office  work. 

'lliesr*  pa|M*rs  are  carefully  c'heckecl 
by  the  instructor.  Since  cla.s.ses  are 
ct)mpos«*d  of  senior  students,  they  are 
Xenerally  small;  the  instructor  cun 
take  time  to  make  some  kitKl  of  com- 
mt'iit.  The  pa|M*rs  are  filed  in  the 
student’s  own  folder,  so  he  may  study 
them  and  note  hit  progress. 

On  Friday,  a  “tough”  test  is  given; 
it  ctivers  any  word  or  phrasr*  used 
during  the  w»*ek.  The  test  might  con¬ 
sist  <  if  vimething  like  this:  I.  recom- 
meiulation;  2.  a  lawyer’s  fees;  3. 
seven  heroes’  medals;  4.  fin  unar- 
cornpanied  group  of  solos;  .5.  peda- 
Konical;  6.  the  Carpenters’  Union;  7. 
iruu  ressihle;  H.  Tlu!  tU'W  manager  will 
effect  rhaiif'es  in  the  office. 

Youth  Wonts  to  Know 

For  thfise  who  think  that  our  youtli 
always  demand  the  "easy  way  out,” 

I  say,  "Don’t  you  believe  itl”  Tlie 
harder  tin*  lesson,  the  more  they  se<‘m 
tfi  enjoy  their  work.  Shorthand  teacli- 
ers  reveal  that  accuracy  in  transcrip¬ 
tion  jumps  amazingling  when  students 
liecome  avs’are  of  misspellings,  apos¬ 
trophes,  and  incorrect  plurals.  Tlieii 
interest  in  words  causes  them  to  hunt 
for  sp<*lling  li.sts  in  some  of  the  popular 
maga/.ines-jiist  in  case  I  should  u.se 
them  in  my  daily  sentences,  as  I  often 
flo.  As  a  result,  w'e  are  at  Ia.st  turning 
out  graduates  who  really  can  spell; 
and  employers  are  a.sking  our  school 
administratifin  whether  an  applicant 
has  received  a  grade  in  "advance<l 
s|M*lling.” 

Tliough  this  advanted  course  was 
planned  primarily  for  si*cretaries,  we 
found  to  our  surprise  that  the  follow¬ 
ing  term  thi*  class  had  a  majority  of 
male  students.  It  se<‘me<l  they  had  dis¬ 
covered  that  this  coursf*  was  mfire 
challenging  than  were  the  n'gular 
classf's. 

No  other  course  I  teach  now  is  as 
exciting  as  this  one.  The  search  for 
new,  thought -provoking  mat<*ria1  ke<*ps 
me  alert  as  well  as  it  floes  my  stufli*nts. 
I  join  them  in  their  sf*arch  for  w’ords 
and  their  uses;  we  fiiul  that  we  not 
only  improve  our  spelling,  but,  even 
more  important,  we  expantl  «>ur  vfi- 
cabularies. 

As  a  student  once  said  to  me,  "You 
never  know  how  poor  your  vfK'abularv 
is  until  you  reach  for  a  word  and 
find  that  it  isn’t  there.” 

Have  yon  reached  lately? 
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BUSINESS  Fr)Uf:ATION  WORLD 


VARY  YOUR 


THANS(JUl'ri()N  is  now  ri*cogni/x*d  as  u  skill  in 
itself,  not  simply  as  the  natural  culmination  of 
the  study  of  typing  and  shorthand.  W'hen  stud(*nts 
enter  transeription  class  with  an  adetpiate  shorthand 
vcK'ahulary,  a  substantial  amount  of  praetiei;  in  writing 
shorthand,  reasonably  g(M)d  typing  sjK'ed,  and  a 
knowledge  of  letter  styles,  they  have  the*  fundamentals 
recpiired.  At  the  same  time*,  transcription  is  an  art 
that  they  have  yet  to  learn. 

Th<*y  must  learn,  for  instance,  that  their  tran.scrip- 
tion  work  in  the  office  will  probably  not  Im*  c-onfim'd 
to  letters.  IVue,  the  larg(‘st  volume*  of  officx*  transcrip¬ 
tion  eleM'S  consist  of  le*tte*rs;  hut  aren’t  we  limiting  the* 
he*ginning  office  worke*r’s  use*feilne‘ss  whe*n  we*  elictate 
this  kinel  of  material  to  the*  e*xclusie)n  of  everything 
else*?  I  think  we*  might  ge*t  a  fH*tte*r  iele*a  of  the*  stu- 
elent’s  proeluctiem-on-the*-jol)  {reitentialitie's  by  inchiel- 
ing  in  our  elictation  siie-h  ty|)e*s  of  communication  as 
tele*grams,  inte*re)ffice*  me*me)ranela,  Tele*fax  me*ssage*s, 
IM)stal  carels,  anel  eve'ti  mate*rial  for  eluplication.  In 
aelvance*el  t>'ping  e‘Ia.sses  on  the*  se'cemelary  leve*l,  stii- 
eh*nts  f>e*ce)me  ae-e|uainte*el  with  the*se*  forms;  hut  in 
he)W  many  case*s  efo  the*y  have  the*  op|V)rtunity  to  use* 
the*in  in  trnnsrriptum  practie-e*? 

Applying  Knowledge  Intelligently 

1  he*lieve  that  one*  of  the*  fae-tors  that  distinguish  a 
re*source*ful  offic'e*  worke*r  frenn  an  ine*fficient  one  is  his 
ability  te)  take*  skills  le*arne*el  in  the*  cla.ssroom  (err  in 
any  other  training  situation)  and  to  apply  them  in- 
te*llige>ntly  in  ac'tiial  office  usage*  (an  unfamiliar  situa¬ 
tion).  7'his  ability  is  one  of  the  true  marks  of 
inte*lligence*.  lierw  ofte*n  have  yeni  .seen  a  iK'ginning 
transcription  student  ty]K;  eve*ry  projex’t  for  the  elay 
with  the?  same  margins?  An  e*x|)e*rie*nce*d  secretary 
change's  margins  many  time's  eluring  the  elay.  The; 
re'sult?  All  items,  whate*ve*r  the*ir  le*ngth,  are  place*d 
attractively  em  tlie*  page. 

The*n,  t<K),  1m)w  much  time*  does  the  iM'ginning  office 
worker  waste  in  assembling  mate*rials?  flow  confusejd 
eleM‘s  she*  iM'come*  in  de;;iling  with  the*  changing  numlH'r 
erf  carfrerns  re*ejuire*el  ferr  varieriis  ferrms?  Iferw  frustrat¬ 
ing  is  it  ferr  he-r  to  ele*terrnine  what  mate*rials  sheruld 
Ik*  pre*pare*el  first?  A  steide*nt  in  a  typical  transcriptiern 
class  has  be'eerme  ser  use*d  ter  making  one  carfxrn  (err, 
e*vcn  werrse,  none )  anel  one*  e*nvelopc;  that  sire  is 


TRANSCRIPTION 

MATERIALS 

A  letter  is  not  the  only  form 
of  business  communication. 

Be  sure  that  your  students  are 
acquainted  with  other  varieties 
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ama/e*el  whe-n  she*  is  aske*ei  ter  pre-pare*  six  carlxuis  anel 
se-nd  tlu'in  ter  the*  six  eliile*re*nt  aeldre*sse*s.  She;  has  ner 
iele*a  erf  the;  im[Krrtance;  erf  eirgaiii/ing  mate*rials;  it 
eleM'sn’t  elawn  erii  he*r  that  she*  waste's  a  lert  erf  time  try¬ 
ing  ter  lex-ate*  a  te*le*grapli  blank  if  he*r  matt*rials  are 
threrwn  inter  he*r  ele*sk  haplai/eirelly.  .\tiel  she*  is  use*el 
ter  transeribing  he‘r  nerte*s  in  the*  erreie*r  erf  the*ir  elicta- 
tiern.  If  she*  eiere*s  this  as  a  prae-ticing  .se*e‘rt*tary,  what 
happe'ns  whe*n  serine*  ite*ms  must  Ik*  derne*  imme*eliate;ly 
anel  erthe*rs  can  Im*  eh'layi'el?  'rhumbing  maelly  threriigh 
a  nerte'iMKrk  in  erreh'r  ter  lercate*  rush  items  is  nert  cern- 
elucive*  ter  e*fficie*ncy. 

Of  cenirse*,  a  IM'ginning  si*cre*tary  wher  make;s  a  mis¬ 
take*  usually  le*arns  the*  le*ssern  inverlve*ei.  Still,  these* 
are  the*  practice's  that  I  lM*lie*ve*  busine*ssme*n  are*  re*fe*r- 
ring  ter  whe*n  tfie*y  say  that  high  scheMrl  stuele*nts  sherw 
up  we*ll  ern  e*mpleryme*nt  te*sts  but  fall  eierwn  in  elaily 
eriitpiit  ern  the*  jerb.  It  se*e;ms  ter  me*  that  we*  are  tex) 
inte*re*ste*ei  in  sterp-watch  eliclatiern  ferr  s|M*e’el  alerne*  and 
nert  inte*re*ste*d  eneiiigh  in  jerb  applicability. 

it  is  nert  necessary  ter  use  varie*d  mate*rials  in  tran- 
.scriptiern  class  every  ehey;  Irnt  once*  a  we*ek  err  ler,  we 
sixrulel  impart  ter  erur  stuele-nts  serine  erf  that  extra  kixrw- 
Ixrw  that  may  serme*elay  me*aii  the  differe*ne,‘e  fH*twe*e*ii 
rapiel  prermertiern  anel  meeliexrity. 
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TURKIY'S  NfW  PROGRAM  (CotUinwil  frmu  fKiun  21) 


Ainericun  and 

secretarul-traininK  apecialutu  tu  b« 
k«uJ  to  Turkry.  ftittciunt  of  tftcM; 
KpecialUU  wait  to  mttabluh  a  college- 
level  school  to  train  teachers  of  such 
corninercial  siibjer.-ts  as  typewriting, 
sliorthand,  and  office  management. 

llie  American  staff  first  arrived  in 
'I’nrlcey  in  I9.'5.'5,  but  it  could  i.ot 
settle  down  to  its  main  task  of  found* 
ing  a  ctMiimercial  teacher-training 
college  until  a  survey  of  tlie  business 
UMnmunity  had  lieen  c-ompli*ted  and 
many  qiiestunis  and  problems  had 
|j<*en  resolveil,  'Ilie  most  pressing 
pioblem  was  the  utili/ation  of  type¬ 
writers. 

To  Ameri(‘un  eyes  there  was  imth- 
ing  in  'rurkish  offices  (jiiite  so  sh(K;k- 
ing  as  the  omnipresent  two-finger, 
**hunt-and-peck'*  typist.  If  an  im¬ 
provement  was  to  l»e  made  in  office 
efficiency,  profier  utili/ation  of  this 
basic  offiie  machine — the  typ<*writer 
— wouhl  have  to  lie  accompIishe<l 
first.  Touch  typewriting  was  taught 
in  some  m-IkmiIs,  but  typists  found  it 
im(KMsible  to  practite  what  they  had 
learned  iMH-ause  there  were  as  many 
us  12  different  keylMiurd  arrange¬ 
ments  in  common  use.  Young  stu¬ 
dents  were  trained  on  one  keyboard 
and  then,  on  their  first  job,  were 
forced  to  work  on  a  different  key¬ 
lMiurd.  'I'hey  immediately  forgot 
what  they  had  learned  alMiut  touch 
typing  and  reverted  to  the  two-fin¬ 
ger  method. 

Since  it  was  obvious  that  Turkey 
'.c'edi’d  a  standard  keylKiard,  a  com¬ 
mittee  was  formed  for  this  purpose* 
with  the  csi-operation  of  the  Ministry 
of  Kd  neat  ion.  After  a  lengthy  study 
of  the  Turkish  language,  this  com¬ 
mittee  devi'Iopc'd  a  national  key* 
laiard  that  balanced  the  touch  ty¬ 
pist's  work  load  lietwien  the  right 
and  left  hands.  An  Intenninisterial 
.Standardi/ation  Committee  me*c*ting 
in  ()ctolie*r,  IW.'S.S,  officially  udopt«*d 
this  us  the  first  standard  keylMiurd 
for  the  (hiveniiiu'iit. 

Hut  this  big  step  forward  was  only 
the  tieginning.  It  was  then  ne‘ix*ssury 
to  I'stublish  a  network  of  shops  to 
conve’rt  tlie  many  old  keylMiards  to 
the  new  standard  model.  I'his  was 
done  by  e*e|uipping  iKiys’  teH'hnical 
schcMils  throughout  the  country  with 
the  nenessary  tcMiIs  and  tluMi  training 
shop  teachers  in  the*  csinversion  teeh- 
iiicpie.  Their  first  major  tusk  was  to 
convert  every  tsimmercial-school 


typewriter  in  tlie  uiuntry'  sei  tliat  new 
graduates  would  immexliately  enter 
the  busine*ss  world  traineKl  on  tlie 
standard  keyboard.  This  conversion 
process,  which  is  still  going  cm,  is 
simple  and  inexpensive.  It  is  now 
organi/.ed  so  that  new  typists  who 
are  Ixfing  trained  may  have  their 
machines  converted  without  charge. 
'Hie  next  five  years  or  so  should  .see 
the  country’s  typewriters  complc*tc*ly 
standardized. 

Shorthond 

Tlie  second  problem  that  rc-ejuired 
immediate  attention  was  the  absence 
of  shorthand  from  all  business  offices. 
Workers  who  were  thirty-five  or 
forty  years  old  cnuld  lie  oliserved 
writing  Arabic  script — a  form  of 
shorthand — but  the  younger  em¬ 
ployees  were  never  seen  using  any 
system.  Paradoxically,  this  strange 
situation  was  caused  by  the  same 
wave  of  nationalism  that  first  gave 
rise  to  c-ommercial  schiMils.  In  this 
case,  the  Turks’  desire  to  disassociate 
themselves  from  foreign  influences 
caused  them  to  outlaw  the  teaching 
of  Arabic  script  in  their  scIkmiIs.  To¬ 
day,  the  only  persons  who  can  use 
this  rapid  shorthand  system  are  the 
Turks  who  learned  Arabic  script  lie- 
fore  1923.  So  widespread  is  its  use 
that  there  is  still  no  great  ni*t*d  for 
another  shorthand  system  now.  Flach 
year,  however,  as  generations  of 
young  Turks  without  shorthand  move 
into  iMith  Coveniment  and  private 
offic-es,  the  problem  of  op<*rating 
these  offic(>s  grows  larg(*r  and  larger. 
Some  young  people  have  receiverl 
v(K'ational  training  in  a  Turkish 
shorthand,  but  the  results  were  not 
sutisfaHory. 

Turkish  shorthand  was  devr*loped 
after  the  Republic  was  founded;  it 
has  Ih***!!  officially  revis<*d  only  once 
in  more  than  thirty  years.  The  system 
is  a  blend  of  the  English  Pitman, 
the  French  Duplov^,  and  the  Ger¬ 
man  Stol/.-Schrei  systems.  It  is  an 
awkward  system,  with  a  innsiderable 
numlM*r  of  Haws,  but  it  is  usable 
Tims,  the  complete  absence  of  this 
national  shorthand  from  Turkish  offi¬ 
ces  was  not  ('aiised  by  its  impracti¬ 
cal  ity  but  rather  by  its  lieing  incor¬ 
rectly  taught  in  the  .scIkmiIs.  Solving 
the  shorthand  problem,  therefore, 
liecame  Iarg<*Iy  a  mattc'r  of  training 
teac-hers. 


To  introduce  secretarial  studies 
into  Turkey,  wliere  office  procedures 
are  essentially  unrefined,  it  was  first 
necessary  to  train  teachers  and  then, 
with  their  help,  to  develop  materials 
and  textbooks.  Tlie  American  advis¬ 
ers,  after  a  year  of  study  and  prep¬ 
aration,  assisted  the  Ministry  of  Eklu- 
cation  in  establishing  the  Commercial 
Teacher-Training  (Jollege  at  Ankara. 
In-service  teacher  training  was  l}<*guu 
immediately,  in  the  summer  of  19.55. 
Tlie  first  group  of  future  teachers 
was  acct'pted  for  the  19.55-56  school 
year,  llie  college  now  offers  a  three- 
year  training  program  that  compares 
favorably  with  the  training  in  Ameri¬ 
can  tiracher-training  coll(*ges  and  one 
that  is  quite  definitely  sup<*rior  to 
the  training  offered  in  many  Euro¬ 
pean  countries.  It  is  naturally  antici¬ 
pated  that  the  graduation  of  qualified 
teachers  from  the  Commercial 
Teacher-Training  Clollege  will  raise 
the  low  calilier  of  the  nation’s  office 
workers. 

Tlie  collc'ge  has  encouraged  the 
organization  of  special  training  clas.s(*s 
for  office  workers  from  Goveniment 
and  private  offices.  Thescr  students 
have  ctime  from  the  ministric*s  of 
Transportation,  Agricnilture,  I>*fen.s<*, 
and  Communications— even  from  the 
office  of  the  President. 

Alert  to  the  nc*«*ds  of  Turkey’s 
rapidly  developing  ec'onoiny,  the 
C’ommercial  Teacher-Training  Col¬ 
lege  has  also  intrcKluced  voc-ational 
training  into  the  girls’  technical 
schcMiIs.  The«*  excellent  scIumiIs  have 
offer«*d  superior  training  in  dress¬ 
making.  millinery,  embroidery,  and 
other  feminine  pursuits;  but  until 
19.56  they  were  ineffec-tive  in  pro¬ 
viding  the*  vocational  office  skills 
needed  hir  rncKlem  business.  Two 
years  of  s«*cretarial  training  for  these 
young  women  w'ill  give  the  Turkish 
ec“onomy  a  new  force  of  trained 
office  w’orkers.  These  workers  will, 
in  tuni,  raise*  the  living  csinditions  of 
their  families  and  will  help  to  in¬ 
crease  living  standards  for  the  whole 
cwintry. 

In  the  past  three  ye*ars,  progress 
has  lieen  made  in  the  training  of 
iMith  secre*tarie*s  and  se*cre*tarial 
te*achers.  Tlie  program’s  impact,  how¬ 
ever,  has  neit  iMen  Iimitt*d  t«i  the 
e*ducationa1  system.  The*  true  success 
eif  the  joint  project  may  lie  measured 
by  its  success  in  solving  the  admini¬ 
strative  dilemmas  of  business  and 
Government  executives  who  guide 
the  Turkish  en-onomy. 
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BUSINESS  EDUCATION  WORLD 


PUT  ON  A  FASHION  SHOW 


( CoHtinufd  fnnu  iHtur  20) 

Arch  of  Triumph  and  other  historic 
Parisian  s|iots.”) 

Tfie  puhIic-s|>eakinK  teacher  sent 
two  repres<*ntatives  wh«)  liel|M-d  us  to 
ch<M)se  the  student  with  the  Iwst  voict* 
and  oral  presentation  to  act  as  ('om* 
m«‘ntator.  V\’e  also  named  an  alternate 
in  case  of  emergt'iicy. 

With  the  help  ot  the  art  department 
and  our  own  talented  art-display  stu¬ 
dents,  we  planned,  painted,  and  set 
up  sceiM*ry  for  the  show.  We  aimed 
at  »-lfective  simplicity. 

The  ticket-sale  campaign  was  un¬ 
der  way  one  day  alter  the  iiitKlels 
were  chosen.  'I'he  retailin({  studtmts 
sold  tickets  at  the  sch<M»l  store;  in  the 
halls;  to  relatives  in  town;  and,  lastly, 
door-to-dcMir.  .Alter  the  first  day  of 
dcKtr-to-diMir  selling,  one  yoiin^  man 
who  worked  m  the  liKal  su|M-rmarket 
and  had  had  no  s(*lhn({  ex|)<‘rience 
ii'marked,  "W’hen  I  raii^  the  first 
diMirlM'll,  I  (piietly  prayed  that  no 
one  would  In*  at  home."  He  later 
topjM'd  his  ipiota  hy  •'Mi  |M‘r  cent. 

(’o-opiTative  mercfi.ints  displayed 
sinus  (made  with  tin*  In-Ip  of  our 
newly  purchased  retail -sinn  machine) 
and  had  their  cashiers  handle  any 
tick<‘t  sale's  that  grc'w  out  of  in<|uiric‘s 
in  the'  stores.  W'e  wrote  copy  for 
broadcasts  over  the'  sclnHirs  puhlic- 
address  systc-m  and  sent  releases  to 
the  school  and  community  newspapers 
and  the  local  radio  stations.  The  store 
that  was  asscK-iated  with  us  in  pre- 
sentinn  the  show  puhlici/.ed  it  in  a 
frc'e  adve-rtisc-mc-nt  at  the  Inittom  of  its 
rc'nular  newspajx'r  ad. 

We  took  motion  ))icturc‘s  of  the 
show,  .so  that  nc'xt  year’s  iiKMlels  would 
nain  the  Ix'iic'fit  eif  their  prc'decessors’ 
«'X|M'rience.  The  pictures  also  formed 
part  of  a  presentation  to  tfie  local 
sc'rvic-e  cluhs  explaininn  the  activities 
of  their  hinh  scIumiI's  di.strihiitive- 
education  department  in  trairiinn  r<‘- 
tail-store  workers.  (The  same  films 
were  later  shown  to  many  other 
nroups  on  rc'cpic'st  aftc'r  sc-rvicc'-cluh 
mc'rnlK'rs  had  sprc'ad  the*  word.) 

The  two  |)erformances  of  the  show 
rc'sultc'd  in  a  profit  of  $500,  and  the 
pioKram  IxKiklet  netted  us  over  $50 
more*.  The  chih  donated  10  jK'r  cc*nt 
of  the  profits- to  the  scIkmiI  nc-wspa|>er, 
whose'  IxKiks  wc're  in  the  rc'd  for  the 
c-urrc'iit  year.  (The  pa|>er  ran  a  front¬ 
page-  pic-turc'  of  our  cliih  presich-nt 
pr»*s<-ntinK  the  check  to  the  c-ditor.) 

( dnutinut'd  tin  ne-rt  fnifit' ) 


Has  a  studant  avar  coiik-  up  to  you  and 
said;  "Miss  Smith,  1  six-nt  three  hours  on  shorthand  l.ist  ninht,  hut  1  |ust 
don’t  und«-rstand  it"?  Have  yon  c-vc-r  aske-d  in  rc-ply:  “Did  your  faniilv  have' 
t-ompany  last  niKht?"  "W'as  the  TV  on?"  "How  many  teh-phone  calls  did  \oii 
fjet  during  those  three  hoursr*" 

A  fc'w  such  (pH'stions  will  prcMhu'C'  c-mharrassed  c-xpri-ssions.  The  actual 
time-  s|M'nt  on  home-work  is  oftc-n  rathc-r  limitc-d,  and  one-  of  the-  important 
r(-s|Mmsihilities  of  a  tt'acln-r  is  to  show  students  how  to  use*  thc-ir  study  tim*' 
iiKist  c'ffe'c-tivc'ly.  At  the  Ix'^linninK  of  the-  sc-rnc-stc-r,  I  like*  to  discuss  this 
prohlc-m  in  cl.iss.  I  ask.  my  stude-nts  to  note*  on  each  home-work  le-ssem  that 
thc-y  hand  in  the  number  of  miniitc-s  the-y  studie-d  (afte-r  de-ducting  for 
inte-rruptions) .  I  ho|)e-  for,  and  work  towards,  hirty-five  minute-s;  hut  I  ne-ve-r 
re-primand  stude-nts  for  fifte-e-n-minute  re-ports.  Home-  dutie-s  and  e-c-onomic 
rc'S|)onsihilitie-s  arc-  some-lime-s  major  prohle-ms  for  the-  hi^h  sc-IhmiI  students 
of  tixlay. 

Anothe-r  fac-e-t  of  home-  study  that  we-  teiss  around  a  t^re-at  de-al  more-  is  the- 
In-ne-fit  of  doint^  oral  work  at  home-.  I  jokin^^ly  remind  my  stude-nts  that  their 
parents  preih.dily  think  thc-y  are-  slightly  unhalance-d,  anyway,  so  why  elem’t 
thc*y  ({o  ahe-ael  and  prove  it.  If  no  iseilate-d  study  are-a  is  available-,  just  finel 
an  unoc-c-upie-el  c-ornc-r,  I  say,  anel  start  spe-llin){  and  re-ading  ulemel.  In  time-, 
the-  family  will  iM-cemie-  re-c-emcile-el  to— jx-rhaps  e-ve-n  fascinate-el  hy— this 
cemdiict. 

How  to  study  shorthand  cemlel  Im-  a  c-emrse-  hy  itse-ll.  In  eithe-r  suhje-c-ts, 
the  pur|x>se  of  hennc-weirk  is  te>  accumulate  tacts  and  mate-rials  feir  use-  in 
classriHun  eliscussiems.  In  sheirthanel,  the-  pur|xise-  e»f  heirne-weirk  is  tei  re-view 
and  apply  princ-iple-s  learne-d  in  class.  Hut  it  is  the-  re-^^re-ttahle  te-nele-ne-y  to 
stiiely  the-  ne-xt  le-ssem  that  will  lx-  pre-se-nte-d  in  class  rather  than  tei  wetrk  at 
re-pe-titie)n  and  re-cee^^nitiem  of  charac  ters  that  have  alre-acly  Ix-e-n  le-arne-el  in 
class. 

What  c-un  lx-  clone-?  First,  drill  stude-nts  on  instant  rc-c-OKuitiem  e»f  the 
alphalx't.  How  c*an  study  prcKliice-  le'arnin){,  if  the  outline's  cannot  lx*  re*c- 
o^ni/ed  instantly?  As  ne-w  le-tters  are  intrcxliicc'd,  they  should  lx-  plae-ed 
»  ix-rmanently  on  a  side*  hlacklxeard.  An  ex-c-asional  rapid  review  will  build 
*  familiarity. 

Se-esmd,  drill  on  s|X)ntaneous  s|x-llinK  whe-nc-ve-r  an  unfamiliar  outline 
ex-c-urs.  The*  teacher  miKht  have  to  work  to  the-  point  e»f  wearine*ss  to  jje-t  this 
re*sult.  Many  time-s  I  find  a  stucle-nt  who  dex-s  not  want  to  spe*ll  until  hr 

!  knows  the  word,  and  so  he*  he-sitate*s  feir  fe-ar  of  lx*in(<  lau((he'cl  at.  Hut  if  the 
te-ac-he-r  can  instill  in  the-  students  the-  fe-e-lin({  of  e-ve-ryone-  working  tot(ethe-r, 
muc  h  of  this  he*sitation  will  vanish. 

In  tha  first  l•ssons  eef  lx-){innin({  shorthand,  the-  only  home-work  is  K|x-llin({ 
— M)  the*  te-ac-he*r  can  ({c-t  a  K'xxl  start.  I  ((ive  e-ac  h  stiide-nt  a  c-arel  with  whic  h 
he*  c-ove-rs  the  longhand  in  the  Ixxik.  W'e*  s[x-ll  aloud,  [x)intin«  a  finf{e*r  at 
^  e-;tch  word  as  we-  move  down  the  pa)(<-.  Tliis  poititiiiK  may  se-e-ni  childish, 
0  hut  it  fex-iise-s  atte-ntiem  on  the-  erne  word  lx‘inf{  s|M-lle*d.  The-  home-work 
1  as.si({nme-nt  is  to  prac  tice-  aloud  until  the*  stude-nt  can  spe-ll  down  the  paK'*  in 

1  fifte-e-n  sex-onds.  'Hiis  (lives  him  a  S|x*c-ific  (leial,  imt  simply  a  dene-ral 

j  motivation. 

While  we’re*  on  the*  siihje-c-t  eef  time,  have*  you  eve*r  riotic-e-d  the  friendly, 
yc*t  spirited  c-omix-tition  that  c-aii  lx*  develoix-el  with  a  stop  watch.  It  is  an 
invaluable  meetivaticiK  de-vice-,  an  e-sse-ntial  item  for  a  shorthand  te-ache*r. 
I>)n’t  niinimi/e*  the-  additional  e-ffejrt  stude-nts  will  put  intei  hoineweerk  in 
orele-r  to  lx.-tte-r  a  time*  re*c-e»rcl. 

(Next  month;  Hotin’titnk  for  lieitrr  Hratlhm.) 


(K.TOHKH,  1957 
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iAMC  r.  WNITK,  CAST  CAROLINA  COLLCQE,  GREENVILLE,  NORTH  CAROLINA 


Dictotion  rscords.  l/ow-cost  ici-onls  that  an* 
4'iir«*tiilly  «»rrHatr<l  with  first -M-nn-stiT  Hiinplifird  trxts  hav**  Iwm  created 
and  dictated  liy  'ni«**Hlore  Veriati.  'Hu-y  are  d«*sif{iied  for  iMifft  lanne  and 
( lassrfKtin  ime.  Iridivhliial  r«‘<'ordk  are  tit)  e4*iits  each,  a  s4't  of  iiitn*  is 
rli«'y  are  ava  lalde  from  Alh«*d  I'idilishers,  loe.,  ('eiitral  HiiddiiiK,  Portland 
5,  Oregon.  Write  for  oth«‘r  information  ala)iit  their  typing  and  xhorthami 
materials.  Ask  alroiit  their  copyholders,  design-d  to  hold  la>th  large  and 
small  typing  iKioks.  'Pm'S'  are  .y)  (•eiits  each,  nr  W)  r-ciifs  h*r  individual  orders 
of  more  than  7.5. 

Family  financ*.  A  cstih’etion  of  teaching  guides,  hamllaHiks,  resonns*  units, 
hihliogruphies,  radio  sk.ts,  and  playlets  has  Im*«  ii  pn‘|>ar(*d  hy  t<>a(-hers  at 
summer  workslmfss  s|H»nsor<‘d  hy  the  National  Ca>mmitte<‘  for  Falueation  in 
Kamily  Finarier*.  'I'he  materials  rover  different  suhji*<*ts  at  all  grade  h*vels; 
they  eoiituin  problems,  sugg<*sti>d  at‘tiviti<>s,  evaluatirn  hints,  and  other  prae- 
tH*al  ideas.  Some  of  the  material  is  free*;  the  n*st  is  ines|a*ns*ive.  You  may 
obtain  a  eomplete  list  and  rh-seription  of  each  ac*tivity  from  the  (!ommitt«*e. 
Write  to  them  at  4H8  Madison  Ave.,  N«*w  York  22,  N.  Y. 

Typing  tips.  Here  is  a  laaiklet  for  typists  who  wish  to  improve  the  sp«*«><l 
.ind  ease  with  whic'h  they  do  their  wtrrk.  It’s  calhnl  “Tips  to  Typists,”  and  it 
contains  basic  “dos  and  don’ts”  as  well  as  short  cuts  to  typing  efficiency. 
A  ft'W  of  the  topics  tsivered  include  pro|M*r  margins,  centering  of  |)a|>er  and 
headings,  lietter  ('urlM)n  csipies,  c*rror  csmtrol,  and  punctiiaticrn.  A  handy 
bibliography  of  1.8  referc'iice  laaiks  on  t>]M*w'riting  Ls  also  included.  Oipies 
of  the  iMMiklet  may  l>e  obtained  from  Smith-(!orona,  Inc.,  7(il  K.  Washington 
St.,  Syracuse  I,  N.  Y.  “Tips  to  'I'ypists"  is  a  <‘ompl<*tely  revisc-d  edition  of  a 
iMMiklet  previously  releavd  under  the*  same  title*. 

Good  grooming.  N«*\S  |M*tsonal-ap|M*araiKe  |Mrstc*rs  for  laith  mc*u  and 
womni  are  available  fiom  the  Kducationul  Sc*r\ic«*  Dc'iwrtmeut  jC.'H,  Hristol- 
My«*rs  (ompany,  4.8  l<(K*k«*lc*ller  IMa/ji,  Ni*w'  York  20,  N.  Y.  ’Flic*  rolorfiil 
bulh*tiu-lH>ard  mate-rial  is  available  free  as  a  part  of  the  comt)any’s  “Betti*r 
|ol>s  with  Better  (JriMitning”  unit.  It  features  the  slogan,  "Whatc-ver  Your 
|ob,  CwkhI  C.rcNmiing  Oounts.”  Businc-ss-education  t«*ach<-rs  who  order  the* 
fr<*c*  grooming  unit  will  also  ic*cc‘ivs*  la-w  |)osters  and  h*aflets. 

Socrotarial  tocrott.  f'he  tcails  and  tcehnicpies  that  h«*lp  the  ,\in«*ricau 
s«*<*rc*tary  to  do  a  lM-ttc*r  job  are  descriled  in  a  ni-w'  lMM>kh*t  publishc*d  by  the* 
Bem'ngtnn  Band  Division  of  .S|M*rry  Band  Ca)r|)oration.  'ni<*  |fi-|)age  laaiklet 
titic-d,  “Secrets  of  Sc*creturi.d  Success,”  discussc-s  the  advantagi-s  of  various 
filing  syst(*ms;  it  also  discussc-s  clifierc-nt  tyiM-s  of  filing  c-abinc-ts  and  providc-s 
a  ll.st  of  rulc-s  for  progre-ssive  filing.  Write  for  the  laarklet  to  Bemingtoii 
Band,  31.8  Fourth  Ave.,  \c-w  York  10,  \.  Y.  Ask  for  I.BN'-HtKi. 

Tochistotcopic  Mrvica  For  information  on  Tiic*histoscopic  training,  write* 
to  the  Keystone  Vic*w  Company,  Mc-acivilic*.  P«*nnsvlvania.  Frc-cl  Wingc*r, 
F.  Wayne  IIoum-,  and  Dorothy  Bc-c-ves  have  adapti-d  the  K«*vstone  Tacliisto- 
s<*o|>«*  for  cif*v<*loping  s|a-c*cl  and  aceiirucy  in  ty|)ewriting,  shorthand,  laMik- 
kc*c*ping,  filing,  and  cit-rical  training.  'nic*v  have  prc*parf>cl  a  manual  in  c-ach 
held. 

SolaMTWflship  matariaU.  Free  pamphlets  and  lc*aH(*ts  on  how  to  sc*ll  are 
available  in  single  copic*s  from  the  Sc*ug  Company.  14.80  North  Dayton 
Strc*c*t,  f’hicago  22,  llliiH>is.  “How  to  Sell  More  Furniture-,”  a  furniture  salc*s 
manual,  may  Im*  obtained  at  the  rate  of  six  c-opic-s  for  .80  cc-nts. 
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VNc*  gilinc-ci  prestige  in  the  school,  in 
town,  and  with  the*  faculty— who  arc* 
not  always  uniformly  in  favor  of  the* 
“noncultiirar*  cours«*s.  The*  show  had 
lM*e*n  so  successful  that  many  me*r 
chants  made  apivuntments  with  us 
in  ordc*r  to  le  assure*cl  of  participation 
III  future  shows. 

In  the*  course*  of  the*  e*ight  shows 
we  have  he*ld,  the*  cTOwning  of  the* 
D.  K.  Fashion  Show  (^uc*c-n  had  l)C*- 
coiiie  a  grc*at  mome-nt  in  the  show 
for  the  youngste*rs.  'I’he  cpic-i-n  is  pre- 
sc*nte*cl  with  a  l.irge  trophy,  a  crown, 
and  a  cio/en  rose*s,  and  hc*r  name*  is 
acide*d  to  a  placpie  that  stands  on  dis 
play  in  the*  scIkmiI  store  for  all  to  sc*c*. 
riie*  availability  of  moch*ls  is  no  prob¬ 
lem— the*  proble-m  la.st  time  was  to 
choose*  .80  meMh*ls  from  the*  4(K)  girls 
who  tric-cl  out  lor  the*  sheiw.  Our 
avc*rage  atte*ndaiK'e*  is  e)ve*r  erne  thou¬ 
sand,  and  the  |uief‘  of  admissiem  is 
neiw  $1.  Our  aeive*rtising  journal  runs 
te>  al>out  .3.8  eir  40  page*s,  and  our 
profit  on  it  is  five*  time*s  that  much  in 
dollars.  W'e  have*  had  tei  rf*fe*rc*e*  an 
argiimc-nt  l)e*twe*e*n  twei  wome*n  shetp 
ownc-rs  ove*r  which  eine*  was  ne*xt  on 
our  li.st.  And  eim*  eif  eiiir  sheiws  was 
put  eiii  in  the*  lenal  the*ater  feir  an 
im|M>rtant  charity.  The*  Distributive* 
Falucation  Clliib  has  se*t  up  a  scholar¬ 
ship  of  $200  for  the*  la-st  D.  F^.  stu- 
de-nt  wliei  enters  a  {losthigh  schcMil 
institute  for  furthc*r  study  iti  re-tailing. 

Hc*re  arc*  the*  lM*ni*fits  of  such  a 
show  for  Hill/  1).  F^  club: 

•  It  providc-s  sc*lling  e*x|)c*ric-nce* 
for  those*  who  ordinarily  would  not 
get  it. 

•  It  c*re*ate*s  a  elc-sirc*  for  furthc-r 
study  and  re-se-arch  in  fashions. 

•  It  publici/.c*s  the  elepartme*nt’s 
work. 

•  It  te*ache*s  stiide-nts  to  c*re*atc* 
.idvc*rtisc*me*nts  that  sc*ll. 

•  It  givt-s  busy  I).  F'..  stiide-nts  a 
change*  of  scc*ne,  as  we*ll  as  a  chanc*e‘ 
to  par1ic*ipati*  in  soiim-  i*xtracurric*ular 
activities  that  arc*  othc*rw'ise‘  not  opc-ii 
to  tbc*m  I>e*c'aus4‘  of  the*it  afte-r-sc*h<Kil 
work. 

•  It  c*nc*ouragc*s  cre-ativity  in  ge*n- 
i*ral  and  accpiaints  stucle-nts  with  re-- 
s|)onsibility. 

•  It  providc-s  training  in  the*  ct>- 
ordinatieiii  of  fashion  shows  for  gradu¬ 
ate's  who  will  In*  store  managers. 

F'or  days  aftc*r  the  show,  "strange-rs" 
stop|N*cl  me*  during  my  daily  tour  of 
the  Main  Street  shopping  arc*a  to  tell 
me  Ih)w  muc*h  thc*y  had  c-njoyed  the 
show*.  F'or  g(KKl  public*  rc*lations,  this 
is  hard  to  In-at. 
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BUSINESS  EDITCATION  WOBLD 


UNIFORM  EXAMINATIONS 

( CotttinueJ  from  imu*'  -ft” ' 

winch  our  knowIc-dKc  has  Im'cii 
coiniiiiiiucutccl. 

Anollicr  ncjjlcctcd  pliasc  of  testing 
IS  tiiat  of  student  attitudes,  tlioiiKli 
tlie  true  test  of  them  will  come  in 
later  years.  I  he  lM‘st  we  can  do  now 
IS  iiuTcly  measure  a  knowled({e  ol 
tlu'se  attitudes.  Though  there  is  no 
a.ssuranc<‘  that  knowledge  of  the 
pro|M>r  attitude  will  hriii^  alaiut  its 
iiM*.  it  is  safe  to  assume  that  a  lack 
ol  knowledge  will  not  Im*  conducive 
to  pro|M*r  behavior. 

Somewhere  we  should  have  men- 
tioiK'd  the  occasional  nee<l  for  an 
.dternate  (piestion.  For  example,  a 
class  throu^h  no  fault  ol  its  own 
mi(;ht  fail  to  take  up  all  the  work. 
The  extra-credit  r|uestion  drwicr*  was 
mr-ntioned  in  conn«‘ctioii  with  the 
tinir-  rerpiirement.  IVrhaps  crerlit  foi 
this  tyiK’  of  rpiestion  luiKlit  alvi  serve 
to  comiM'iisate  for  trivial  errors  m.ule 
iiiadv«*rtently  on  other  jrarts  of  the 
pajar. 

■WSW’KRS.  Correct  solutions  and  a 
m.lrkin^  scheme  should  Ih*  submitted 
with  r*ach  pro|)osed  examination.  The 
solutions  will  Ik*  rerpiired  in  any 
event  for  the  (trading  of  pa|K*rs;  they 
miKht  as  well  be  prepair'd  when  the 
rpiestions  are  written.  Prt'parin^  so¬ 
lutions  ;;ives  iKith  a  clmck  on  the 
solvability  of  each  rpiestion  and  a 
>{anKe  of  the  time  that  thr-  sturh'iits 
will  rerpiire. 

The  tieed  for  checkiii^^  aivnierM 
cattnot  fte  stressed  ttH>  stroitulij.  Onr- 
incorrect  fiKiire  may  set  the  .student 
on  the  wroiiK  track,  riisr.-onraKinK 
him  and  dissipating^  his  r'lier^y.  This 
r-aii  happen  particularly  with  the 
conscientious  stiidi'iit-  who  refnsr-s  to 
omit  any  part  of  the  tc'st. 

\  pro|K*r  markiiiK  schr*nM'  is  also 
essT'iitial.  It  should  la-  snflicic'iitl) 
broad  to  cover  everv  tv|K'  of  r*rror 
aiifi  to  assure  uniform  markiiiK  by  all 
teachers.  It  should  rr'c-onni/i*  the 
rr'Iative  irnfKrrtaiicr*  of  each  topic  anrl 
the  difficiiltir's  entaih'd.  Rr'uiemlM'r,  it 
has  In'en  shown  that  a  difficult  exa- 
niinaticHi  with  a  lilM'ral  rating  scheiiK' 
may  do  iiKire  harm  to  the  student’s 
Ir'arning  than  a  simple  examination 
with  a  rigid  rating  .scheme.  In  addi¬ 
tion,  there  should  Ik*  a  high  |>enalty 
for  errors  that  arr*  not  tolr*rated. 
Stndc'tits  who  do  not  kntm  the  work 
should  not  Ik*  in  a  |K>sition  to  pass 
the  examination. 

\  ct*rtain  niirnlrer  r>f  credits  should 
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HCLCN  N.  ORCCN  MICHIGAN  STATE  COLLEGE,  EAST  LANSING 

Nov*mb«r  10-16.  (Circle  those  dates— it’s 
.Ameiiran  Kducation  Week.  Don't  gioan,  "Oh,  not  again!  What  II  I  do  this 
timr*?”  Welcomi*  it.  It’s  a  built-in  opiMirtunity  for  you,  your  sturh'iits,  uiul 
your  conimunitv  to  unite  as  nr'vr*r  Ix'fore.  How  alHiiit  your  la'ing  thr'  spark 
that  starts  it  ofli*  You’ll  Ik*  surprist*d  at  what  can  Ik*  actsimplishr'd  by  one 
|K*rson  who  gi'ts  iM'hind  an  idt*a  and  pushes.  (>i  course*,  if  your  adni  nistra 
tion  is  already  firr'd  up,  wonrlr'rfiil!  Don’t  trv  to  t.iki*  ovr-r- fom  tin  in'  Oflr*i 
voiir  sr*rvict>s  and  idr*as— carefully  tsinsirlt*ri*rl  iilr*as,  not  a  hatful  of  half- 
bakisl  onr's.  .\nd  In*  willing  to  do  a  lot  of  the  spadi'wnrk.  It  rlor*sn’t  matter 
II  /iri  gr'ts  the  show  on  the  road,  just  so  long  as  it  diN*s  gr*t  rolling. 

What  should  voii  do  first?  You  should  sr*nd  an  airmail  lr*tli*i  to  Anierieoti 
Edueatiim  Week,  National  Kriucation  .YssrH-iation,  1201  10  St.,  N.W., 

Washington  0,  1).  C.  Ask  thi*ni  for  all  fri*r*  information  that  is  ava  labh* 
and  for  a  list  ol  nominally  prict'd  mati'rials.  Temints  .so  make  a 

s|K*cial  trip  to  thr*  |>ost  office  tonight. 

iTh*  SRCOnd  thing  to  do  is  to  find  out  what  .AF.  W  is  all  alMiiit  this  yi*ar. 
To  .save  yon  a  little  li'gwrirk,  hr*ri*’s  a  thnmbnail  run  clown.  This  yi*»r’i 
thc'inr*  is  “An  Kducatc'tl  Pc'ople  Movr*s  Frr*r*rlom  Forward."  Alrc*ady  yrair 
fi  mind  is  at  work,  I  srv.  "W'hat  are  the  hallmarks  of  an  r*ducatr*rl  |K*op|r*?’’ 

i  “How  can  I  employ  some  of  the  pagr*antry  the  slogan  suggests?"  “Now, 

3  if  I  wr*rr*  a  movie  diri'ctor  ...” 

5  Whoa,  now,  li*t’s  Ih*  practical.  l/*t’s  start  out  by  IrHiking  at  the  topics 
\  assigned  each  day  of  AKW;  Noverufter  10,  Kdu<*ation  for  Moral  Values; 

5  Softemlrer  II,  F.diicatioii  for  Hr*S|H)nxiblr*  (iiti/.i'iiship,  Nmertdrer  12,  Wfiat 

1  Our  Sr-hiHils  Should  .Achir*ve;  \ovendn‘r  13.  Way*  to  Provide  Better  F-rlii 
f  cation;  Novendter  I  t,  Our  Community’*  Teach<*r*  f National  Tc'iirhers  Day), 

■  Sovemiter  15,  Onr  SchcHil-Ciommunity  Helationship*;  Nnvemitrr  16,  Our 
Own  Ki*s|Kinsibility  for  Br‘ttr*r  ScIichiIs. 

i  Mull  thi'sr*  over  a  little*  bit;  and  while*  you’re  mulling,  examine  these* 

five  goals  of  AKW;  (I)  to  incre*ase*  the  public’s  uncle*rstaiiding  and  appre¬ 
ciation  of  e*<lucation;  (2)  to  explain  tenlay’*  scIkhiI  program,  current  teach¬ 
ing  mati'rials,  and  nf*w  te*aching  melhiKl*;  (3)  to  increase*  student  appre*ci- 
ation  of  the  scIiihiIs;  (4)  to  rc'veal  scIiihiI  ne*e*els  and  proble*ms;  (5)  to 
c'licsiurage*  ye*ar-ronncI  s(*hiH>l  community  co  e>|K*ration. 

You  don't  hovo  to  look  for  idoos.  Tlicre*  are  himdie*ds  of  them;  o|K*n 
*  house*,  asse'inbly  programs,  PT  A  te*as  or  programs,  a  mayor’s  preK'lamatiem, 
i  school  c'xhibits,  poste*rs,  radio  and  T\’  program*  (available  from  AKW 
1  he*adr{uarte*rs),  plays  and  page*ants  (available*  also),  fe*ature*s  and  e*ditorials 
^  in  IcK'al  ne*wspa|K*rs,  public  tribute**  on  National  Te*ache*rs  Day,  one-minute 
^  film  traile*rs  in  the*ate*rs  and  on  TV',  store-window  displays,  parade**  (com- 
I  plc'te*  W'ith  floats),  and  so  on. 

“This  Is  biggc'r  than  iHith  of  us,"  yon  say.  Dl  eemrse,  it  is.  It  calls  for  a 
ceimmunity-wide  planning  committi*e*,  with  rf*pre*se*ntatio'i  from  the*  schiHil 
administration,  the*  te*ache*r*’  asseK'iation,  the*  American  I/*gion  (the*ir  day 
comi's  this  we*e*k,  tea)),  the*  PTA,  the*  stude*nt  council,  plus  civic  eliiles  and 
busine'ss  and  profe*ssional  groups,  He*fore*  you  talk  to  your  administrator, 
howe*ve*r,  have  a  definite*  plan.  Be*  i)repare*d  to  sugge*st  a  bri'akelown  e*f 
ne*ce*ssary  committe*e*s,  one*  for  each  job  te*  Ik*  done-, 
i  F’inally,  rerne*mlH*r  the*se*  AF)W  suggestions;  (1)  plan  e*arly;  (2)  fix 
!  rf*spem*ibility;  (-3)  plan  yeenr  financing;  (4)  plan  ce>  e»|H*rafive  Iy  and  »ik*- 

j  cifically;  (5)  se*ek  IcKal  lieli)  and  piiblie'ity  e*aily;  (ft)  e*stahlish  deadlines, 

^  (7)  orde*r  mate*riaU  e*arly,  Karly.  Ahem,  on  se*eejnd  themght,  In'tler  mark 

^  that  airmail  le*tte*r  you’re*  taking  to  the*  ]N>st  office*  tonight  sjteeUd  delivery. 


(K.TOBER,  1957 
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mVIMO  MOSINBLUM 

WILLIAM  PtTT  H.  NEW  VOAK 


IS  THE  CUSTOMER  REQUIRED  TO  PAT? 


Announoji;  Hie  gciu'rul  topic  today  is  “Legality  of  Objt'ct."  Si)ec'if-  I 
ically,  is  a  jx'rson  always  entitled  to  payment  for  services  rendered?  I 
Here's  a  dispute  that  oetnirred  in  a  harlH'rshop.  lx*t’s  watch  as  the  ■ 
harlM'r  (aiucU^nt'i  name)  and  the  customer  {/rtutUmt’s  mime)  show 
us  what  liappened. 

liAHHKJi:  What’ll  it  b«?— just  a  haircut? 

(iusTOMKR;  Yes.  . . .  Oh,  what  a  terrible  t(K>thache  I  have!  1  wish  some- 
iMxly  could  do  .something  for  it. 

HAHHr.n;  llen%  let  me  l(K>k  at  it.  .  .  .  Oh,  that's  nothing.  I  can  have  that 
tiMith  out  in  one  minute,  and  it’ll  lx*  painless.  Want  me  to  prove  it? 

(.'us’I'omkh:  (hi  alx*ad,  anything  is  lx*tter  than  this  suffering. 

( Harber  taken  a  piece  of  string,  ties  otw  entl  to  the  tooth  ami  the  other 
eml  to  a  (l(Hirknoh,  tlwu  shuts  the  door.  Tlw  tooth  comes  out.) 

(Xistomkh;  Ouch! 

Hahhpx:  How  d(X‘s  it  b***!  now? 

(’larroMPJi:  Well,  it  did  hurt,  but  it  feels  much  .lx'tter  now. 

Hahhkh;  Are  you  satisfied? 

(.'iisixiMi'ai:  Oh,  yes. 

Hahhi-ji:  .Ml  right -$.5,  plea.se. 

(hrsTt)MKK:  Five  dollars?  What  for? 

Hahhkx;  Why,  for  pulling  out  your  ttmth. 

(.'irKiOMPJi:  You  cun  kfvp  the  t(H)th.  but  I’m  not  going  to  pay  you  a  c^mt. 

Annodncscr:  Is  tlx*  barlM*r  entitled  to  tlx?  $5? 

Decision;  One  who  attempts  to  jiractUe  dentistry  without  a  license 
nmy  not  recover  for  his  services. 

'■mm  "tj  ■  If"  -r- 


be  given  for  the  neat  appearance  of 
each  answer  paper,  for  this  is  another 
objec-tive  to  our  instruction.  This  mark 
would  cover  such  items  as  penman¬ 
ship  and  legibility.  Such  a  mark  can 
be  (drtaiix'd  most  reliably  before  the 
Cf>ntent  is  read  and  the  paper’s  ap- 
pearaixe  is  marred  by  red  crayon 
marks. 

I.NSPEC.TION.  The  prop<*r  time  to 
criticize  an  examination  is  Ix'fore  it 
is  administered.  Criticism  in  advance 
can  remedy  conditions;  tardy  criti¬ 
cism  cannot  do  this  and  in  addition 
impairs  the  ntorale  of  l>oth  students 
and  teachers. 

Wlien  inspecting  the  examination 
pajK-r,  each  teacher  should  evaluate 
the  exam  in  terms  of  appropriateness, 
ade(|iiacy,  phrasing,  weighting,  and 
timing.  To  make  cf'rtain  no  teacher  is 
overlook<*d,  the  gra<l(*  chairman 
should  se<*  that  the  initials  of  each 
teacher  in  his  grade  are  affixed  to 
the  advanc-e  paper.  Under  such  a 
system  of  teacher-participation,  a 
colleague  who  finds  fault  with  an 
exam  aft<*r  it  was  given  crxidemns 
himself  for  his  silence  at  the  time  he 
was  shown  the  advance  copy. 

One  further  matter  should  Im* 
brought  up  at  this  point.  Then*  an* 
still  some  su|x*rvisors  who  l>elie\e 
theri*  is  a  distinct  danger  in  having 
teachers  know*  the  examination  ques¬ 
tions  lM*f(»re  the  <late  of  the  examin¬ 
ation.  Actually,  what  it  amounts  to  is 
that  they  have  no  faith  in  their  abilitv 
to  lead  teachers.  Tfie  rar<^  existence 
of  malingerers  guilty  of  a  breach  of 
professional  ethics  is  no  justification 
for  employing  authoritarian  methods 
with  the  average  sincere  teacher.  As 
a  precaution.  howevi*r,  it  might  lx* 
wise  to  lalx*!  an  advance  copy, 
"propose<l  examination,”  and  avoid 
routing  it  via  teachers’  mailboxes  or 
rTX*ss€*ngers.  Instead,  transmit  it  in 
p<*rson. 

When  all  department  memix-rs 
fe«*I  personally  resprinsihle  for  the 
uniform  examination  program,  each 
(»ne  seeks  to  improve  its  quality. 
Uixler  a  system  autfxratic  super¬ 
vision,  derogatory  remarks  are  di- 
recterl  against  the  supervi.sor.  Under 
demtx’ratic  sup<‘rvision,  shortcomings 
in  the  program  are  accepted  as  by- 
pnxlucts  of  colhftive  effort  and  as  a 
challenge  for  future  growth.  Imjxove- 
ment  of  the  uniform  examinations 
thus  Ixfomes  the  conceni  of  all 
department  nM*mbers,  not  of  the 
departnx*nt  head  alone. 

(Continued  next  month) 
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I  NI  kxpkc;tin(;  a  telkgram. 

Miss  VV’alsh.  Would  you  tniiid 
hriiiKiiiK  it  into  tht*  Iniurd  rcMun  when 
it  nets  liere?" 

SiniliiiK  broadly,*  he  turned  on  his 
heel  to  join  the  other  men.  That  was 
typical  of  Frank  iialles.  Here  he  w’as 
facing  it  Ixiard^  of  directors  who  would 
probably  ask  for  his  scalp-yet  he  was 
considerate  enouKh  to  ask  w'hether  I’d 
iniiul'*  brniKinK  in  a  telegram! 

I  watched  Mr.  H.tiley  as  he  shiMik 
hands  with  the  hard-faced  directors. 
From  his  manner,*  I  would  never  have 
guessed  that  he  was  fighting  for  his 
proiessional  life.  It  could  have  Ih-cii 
any  regular’  <piart«’rly  tlirrvtors’  m»*et- 
ing  as  far  as  he  was  concerned. 

“Helh),  Bill.  How’s  the  family? 
Haven’t  seen  you  at  tin-**  club  lately, 
(hiess  you’ve  Im*<mi  prettv  busy,”  Mr. 
Halley  said  to  a  particul.irly  gritn- 
ItMiking  man. 

“I  guess*  I  have  lM'<-n  pr«*tty  well 
tied  up,  Frank.  Maylx'  I’ve  l)e«-n  pay¬ 
ing  too  much  attention  to  business.” 

Was  this  a  simple”  statement,  or 
was  it  designed  to  Im*  a  biting  remark? 

I  liH)ked  at  the  man’s  face  and  deci<h-d 
that  he,  too,  was"  determiin’d  to  Vf)te 
against  Mr.  Halley. 

I  watched  the  men  as  they  file<l 
through  the  d(K>r  and  di.sapp4‘ared  into 
the’"  r«M*m  lM*y*ind.  'Fhe  d«H)r  closetl 
Ix'hiud  young  Mr.  KrcMierick,  the  new, 
ambitious  sales  manager.  I  wondered 
whether"  his  rejjort  to  the  lH>ar«l 
would  Ik*  enough  to  end  Mr.  Halley’s 
twenty-five  years  of  servic-e. 

"If  Mr.  Halley’*  h*aves,  I  will  t«K),” 

I  told  myself.  I  coiddn’t  help  shudder¬ 
ing  at  the  thought  of  Acme  PrcMlucts 
without  Mr.  Halley’*  as  its  general 
manager.  Nor  could  I  picture  myself 
as  private  sec-retary  to  another"  gen¬ 
eral  manager. 

Thinking  back,  I  rememlM-red  how 
Mr,  Halley  Iwd  heljKtl  me  develop 
from  an  inex|K*rienced’*  secretary  just 
out  of  M'cretarial  schtKil  into  his  |X‘r- 
son.d  secretary.  He  hatl  done’"  it  by 
instilling  confidenc-e  in  me. 

"Miss  Walsh,”  he  had  said  on«*  day, 
"you  know  how  I  answer  mv  c'orre- 
spondence."  It  will  save  Ixith  of  us  a 
lot  of  time  on  dictation  if  you  write 
the  letters— and  sign  my  name." 

“But  Mr.  Halley,"”*  I  hail  started 
to  say. 

“You  can  do  it,”  he  Ltd  interrupted, 
as  though  he  csiuld  r<‘ad  what  was  in 
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my  mind.’*  "Otherwise,  you  wouldn’t 
Ik*  my  secretary.  You  see.  Miss  W’alsh, 

I  iK’lieve  in  |K*ople  having  as  much 
resiMmsibility*"  as  th<*y  can  take.  'I't*!! 
|K*ople,  tcorking  for  Aciiu*,  art*  far 
smarter  than  one;  and  together  they 
can  do*’  a  lK*tter  job  than  I  can  alone. 

I  Itelieve  in  surrounding  myself  with 
a  gtMKi  tf*am  and  then  li*tting  it  run.*'*’ 
You’re  a  very  important  mt'irilK-r  tif 
that  team,”  he  had  grinned. 

KverylKMly  in  tin*  office  liked  Mr. 
Halley,**  but  now  we  were  lK*ginning 
to  wonder  whrtht*r  his  deli*gation  til 
authority  would  prove  his  undoing.** 

My  thoughts  w'ere  abruptly  inter¬ 
rupted  by  the  little  man  who  stiHxl 
lK*side  my  desk. 

“Telegram  for  Mr.**  Frank  Halley," 
he  said. 

As  I  scrawled  my  name  across  the 
slip  of  pa|K*r  he  thrust  forward,  I 
woiuleretl  whi*ther  to  enter**  the  rni.’et- 
ing  now.  Should  I  wait?  Then,  follow¬ 
ing  Mr.  Hallev’s  instructions,  I  ap- 
[iroached  the  elixir  Ix'aring  the  sign*’ 
“Board  of  Directors," 

I  oiH*ned  the  dixir,  Mr.  W'illiams, 
the  chairman  of  the  Ixiard,  was  six'ak- 
ing.  Slowly  I  lixiked  around*”  the 
rixim;  the  drama  had  lK*gun.  Mr. 
Broderick  was  nervously  licking  his 
lips.  Mr.  Halley  sat  back**  calm  and 
serene,  as  if  nothing  in  the  worlil  were 
wrong. 

“Now  on  this  Phillips  contract,"  Mr. 


Wdliams  said.  "What’s  it  all*"  alxiiit? 
Brixlerick,  your  department  hanilled 
the  deal.” 

Mr.  Hrmlrrick  jumped  to  his  feel.  I 
started  to  back  out*’  of  the  rixim,  but 
Mr,  Halley  saw  me  and  said,  "Won’t 
you  sit  down.  Miss  Walsh'?”  He  might 
have  lK*en  inviting  me  to  h.ivi***  a 
cup  of  coffee! 

Mr.  Brixlerick  lixiked  slightly  an¬ 
noyed  at  the  intiusion,  but  he  re¬ 
gained  his  com|KiMir«***  ipiii  kly.  In  his 
fine,  clear  voice,  he  lK*gan  to  talk. 

"First  of  all,  gentlemen,  I  want  you 
to  know  that  this  is  not  a*’  question 
of  a  ]K*rsonality  clash  L'tween  Mr, 
Halley  and  me.  I  have  the  highest 
regard  for  him  as**  a  man.  But  I  don’t 
understand  how  a  general  manager 
can  fail  to  fill  a  order  for 

three  numths.  It  shows  negle<*t,” 

"Thai's  a  pretty  serious  charge,  Mr. 
Brixlerick.  Can  you  back  it*”  up?"  Mr. 
Williams  asked. 

"('lertainly,"  Mr.  Brixlerick  con¬ 
tinued.  "The  contract  was  signed  three 
months  ago.  I  kept**  asking  Halley 
when  the  order  would  lx*  filled.  All  1 
recr*ived  were  notes  stating  that 
llalli^’s  department  was  clx*cking** 
the  order.  Now  that  order  should  lx* 
in  Phillips’  haixls  ttnl/iy.  If  they  cancel, 
we  stanri  to  los<*  more  than  the’" 
$250,tH)0  we  W'ill  also  lose  their  gixxl 
will." 

".Vlr,  Brixlerick,  has  this  ever  hap 
pened  lK*for<*?”"  Mr,  Williams  asked 
His  face  lixiked  grave  as  he  r<*cog- 
nized  the  serkxisness  of  the  situation. 

".No,  sir.  But’*  thr*re’s  no  excuse  for 
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it  h<ipp«iiin|;(  once.  To  my  mind,  if 
lliillry  wimid  take  thi*  opt'raiio  i 
of  fiii^*  df'partrnpiit  a  lilfk*  morr  anri 
•Wf  tfiat  liik  *'fool**  w«*rr  doiriK  thi’ir 
join,  if  wouldn't  havi*  lia|)p<*ri*'d  this 
tirnr.  Hi*  i<l<*a**  of  d(*l<‘((atifi((  aiilhoi' 
ity  is  fiikf*  in  theory,  ImiI  it  dixein’t 
work  <Mit  in  practicr*.  Anyinxlt^  ean 
tell  ^nii  that." 

He  l(K)ked  at  the  directors,  paiiMtl 
for  a  second,  and  then  said  (piictly, 
"Somi-tiines  I  wotMlcr***  whether  Mr. 
If  alley  is  as  interested  in  Acme  as  he 
iniKht  !>»•." 

Mr.  Br«Klerick  sat  down.  I  nfHic<*<l^^ 
.1  slight  smil»  playiriK  alMiiit  his  lins. 
file  entire  office  force  knew  where  his 
amhitions  lay.  Hot  would  the  Imard 
ser-^*  throiiftii  h'in?  I  criultl  sw  him 
measuring  h’rnself  for  Mr.  Halley's 
position.  If,  howi*vi*r,  what  Hnalerick 
said*"  were  true,  Mr.  Halley  had  c«*r- 
tainly  done  the  wron^  thing. 

"I  don't  like  to  make  up  my  ml'ul 
until  I  hear  l»oth  sides,"'’’**  Mr,  Wil¬ 
liams  said.  "Frank,  what  have  you  got 


to  say  ahout  all  this?  Tliree  months 
vmnds  like  a  vrT>  hmg  time  to  get 
ari^’*  order  in  the  works." 

The  general  manager  ro  e  to  his 
feet,  “tk-ntlemen,  I  can  realiw*  Mr. 
BoKlerick’s'**  eager  less  in  getting  the 
f^liillips  c<Mitrac*t  lait.  But  there  are 
more  things  than  simply  se//irig  a  cus¬ 
tomer.  My'**  credit  man  has  lK*en 
working  night  anri  day  on  Phillips.  A 
(|uarter  of  a  million  dollrrs  is  a  lot  of 
money ,'*♦  and  wr*  have  heard  some  talk 
alNiiit  Phillips  iN'ing  in  financial  dif- 
fi<-ulty," 

“Tliat’s  just  another  excusr*,"  Mr.*'® 
BoMlerick  broke  in.  “Tliere's  absolutely 
nothing  wrong  with  Phillips'  credit." 

"You  may  lie  right,”  .Mr.  flalley  an- 
swered*’*  softly.  “But  my  fet'ling,  hast’d 
on  the  recommendations  of  rnv  credit 
man,  was  that  we  should  hold  off." 

( iompletely'*^  unruffled,  Mr.  Halley 
turned  to  me,  “Miss  Walsh,  would  you 
mind  reading  that  telegram  you 
hrciight  in'?" 

"Phillips'’’'*  Carrporation  Inu  just  filed 


a  petition  of  frankruptcy  in  Supreme 
Court,  Wilmington,  Delaware.  laa- 
hilities'*  of  the  ( iorijoration  are  plac-ed 
at  $4  million,  fiompany  seeks  to  .sr’tllc 
on  5  cents  on  the  dollar,"  Thi.s*"  mes¬ 
sage  was  from  .Mr,  Hendricks,  our 
creidit  manager.  Suddenly,  things 
Iregan  to  clear  in  iny  mind.  Not  satis- 
fietl*'  w  ith  the  regular  credit -checking 
investigations,  Mr.  Hendricks  had 
douhle-checkerl  at  Wilmington.  Tfuit^- 
was  why  Mr.  Halley  had  Ix’T’U  so  anx¬ 
ious  for  rm*  to  interrupt  the  l»oar<l 
inei’ting! 

I  l(M>ked  at  Mr.  BMHierick,*'*  His 
fac<’  was  grim  and  flushed. 

Mr.  Halley  st(KKl  up  and  walkr-rl 
over  to  Mr.  BrrKleriek. 

“I'm  sorry,  Jim,”  he**  said.  “One 
thing  I've  learned  ovr-r  the  years  is  to 
trust  my  pe*)ple.  When  H<*ndricks 
smelled  something  wrong  with  Phil¬ 
lips,  I  had  to**-"'  give  him  time  to  clufk 
things  out.  After  all,  he's  a  credit  ex- 
p<*rt.  I'm  just  tlu’  general  manager." 
(1318) 


SUGGESTIONS 


GAIL  PAISLEY 


//TKHHY,"  P:iaine  called,  "come 
I  here  and  rr’ad  this."  Terry  went 
to  the  hulletin  lM)ard.  Tlie  memo  read: 
"An  award  of  $2(M)  will  lx*  given  to 
the  |M*rson  offering  the  Irest  suggestion 
this  mo'ilh." 

"I  wish  /  could  think  of'>*  some¬ 
thing,"  said  Terry, 

“Terry,"  F.laine  suggested,  “why 
don't  we  g*’t  together.  i*hey  say  that 
tw’«i  heads  are  Ix’tter  than”  one.  If 
we  win  we  can  split  the  money.” 

“F'ine- that's  a  g<MKl  idea." 

TIm’  girls  went  hack  to  their  desks. 
Klaine  s|M)ke*  excitetlly:  “la’t’s  sug¬ 
gest  new  I'ghts  for  the  office -I  hat ’ll 
avoirl  ey«‘strain." 

“No,"  said  Terry,  “they  want  some¬ 
thing  siieciaP— something  thatll  save 
money  or  increase  work  <nitput.” 

"That's  true,  (lot  any  ideas'?" 

"How  alM)ut  ehx-tric*  lyjM’writers?" 

“No,  iMi.  Tliat  will  coKt  inone)’,  not 
save  it." 

“I  know,"  said  Terry,  "why  mrt  sug¬ 
gest  that  the  coin|Niny  have  its^  own 


nu-ssr-nger  si’rviit' ?  That  way  we  won't 
have  to  phone  outside  for  one. 

"That  sounds  go«Ml,”  said  Klaine, 
"hut  it's  still  not  s|H‘(‘ial’'  enough  to 
win  first  prize," 

All  morning  the  girls  discussed 
irleas  for  the  contest.  Th*  y  filled  out 
a  dozen*  suggestion  blanks  and  tore 
up  that  many. 

Kliiiw  threw  down  her  peiK-il.  "I 
give  up!" 

For  another  half  h«>ur  the  girls 
tried'"  to  think  of  a  winning  idea. 

"Oh,  Terry,"  said  l’'.luine,  "what  can 
we  suggest  to  save  the  cHimpany 
mo’icy'?"'* 

The  girls  didn't  see  their  lx»ss,  .Mr. 
Williams,  come  up  Ix'hind  them.  He 
(piietly  placed  a  sheet  of  suggestion 
pain’r"*  on  the  small  filing  cabinet  that 
ST’parated  the  girls'  desks.  Tlien  hr- 
went  liack  to  his  offic'e. 

The  girls  read'”  the  paper:  "Here's 
a  suggestion  that  should  save  the  com¬ 
pany  considerable  money.  May  /  sug- 
HOMt  tluit  you"  niter  conti’sts  on  your 


luru  h  hour  and  do  your  work  during 
office  hours?" 

Without  a  word,  Terrv  and  Elaine 
turned  back'”  to  their  work,  (302) 

Snap 

Decision 

MARY  I.  NEWBERN 

LnTI.E  .SHARON  .MAHONEY  had 
breathed  a  triumphant  sigh  when 
she  had  lK*en  hired  as  a  srtTCtary  foi 
the  fiiH*'  law  firm  of  Brett,  Barton,  and 
(initry.  She  had  hopr’d  that  she  could 
measure  up  to  what  was  exix-ctetl  of 
her.  And  imiw,”  this  aftemixm,  she 
was  still  hoping. 
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Miuiites  ago,  she  had  Ikh'd  n«>tified 
(hat  the  jiitiior  partner’s  seeretary*  had 
left  and  that  she  was  to  help  h'm  out. 
Sharon  was  tr(‘nihlin}{  with  excitement. 

It  was  a  well-known  fact  in  the*  main 
office  that  hundM>m<‘  Jim  C>entry  was 
hard  to  pleas(‘  and  many  secretaries 
had  left  him -or  had  lx*«*n  fired. 

Sharon*  walked  int(J  his  office.  "Be 
seatetl,”  he  ordered.  'nu*n  he  Ix'^aii  to 
dictate  like  a  machine  Sharon 

had®  never  heard  one  of  the  words 
Indore,  hot  she  wrote  the  sound  and 
didn’t  stop  him.  When  he  finished,  he 
siiid  smugly,  "P  hojx*  you  do  a  l)etter 
)ol)  than  my  last  st*cretary  did.” 

Rack  at  h«‘r  d(‘sk  .Sharon  found  the 
strange  word  in  her**  dk-tionary  and 
ho|M‘d  for  the  In  st.  It  wa.s  late  when 
she  finish(‘d  the  letters,  and  the  office 
force  had  gone  home.  She  was*  in  a 
cold  sweat  when  .Mr.  Cientry  started 
t()  cheek  her  work.  Suddeidy  he 
yeli>ed:  “You’ve  manufactured  a 

strange  law  '**  t<  rm  here,  Mi.ss  Mahoney 
—you  make  me  s**em  a  csnnplete  idiotl” 

One.  two,  three,  four,  she  counted 
mentally.  Her  dark"  lashes  made  I  ttle 
fans  against  her  angry  scarlet  cheeks. 
Abruptly,  .she  turned  to  go. 

“Wait  a  minute;  wait  a  minute!** 

I  am  nut  through.  I’ve  got  to  get  some 
more  im|X)rtant  letters  off  tonight.” 

“I  have  a  date  tonight.  Mr.  (Gen¬ 
try,"**  she  sa'd,  ft'eling  that  all  was 
lost  anyway.  She  reachcil  for  her  hat 
and  coat. 

"I’hat’s  no  way  for  a  hn-sitwa*- 
wotnan**  to  act!  What  are  you  work¬ 
ing  for?  What  is  your  aim  in  l.fe?’ 

“I’m  working  for  a  living,  what 
else?’  she  retorted,  “and'*  my  aim  iii 
life  is  to  get  married  and  have  half  a 
dozen  ch  Idren.” 

She  put  her  csiat  on,  walk(‘d  out  into 
the  hall,'*  and  rang  for  the  elevator. 
As  she  waited,  she  had  time  to  think. 

“I’ve  worked  hard  to  get  a  job  like 
this  and  now,'*  when  I  get  my  first 
c'hanc'e,  I  meff  it.  I’m  the  idiot.  Some¬ 
day  I  probably  will  get  married,  but 
right  fiou;  I’ve'*  got  a  job  to  d<).  I 
should  go  back  and  try  to  get  along 
with  that  m('chanicai-hearted  (Gentry 
—if  he  II  let'*  me  after  what  I  said  to 
him.” 

She  turned  and  went  back  into  the 
office.  Taking  cff  her  cs)at  as  she  en¬ 
tered,  she*®  said,  “I’ll  W'hte  the  l«‘tters, 
Mr.  Centry.”  He  grinned  and  started 
dictating.  (413) 


For  the  transcript  of  tin- 
FLuh  Rcadiim,  iXlA  Mem- 
hrrship  Test,  arut  Junior 
fX.’A  Test  material,  please 
tunt  to  pane  .54. 


ADJUSTABLE 


DO  THE  JOB  RIGHT! 

Study  has  proven  that  BOTH  the  chair  and 
table  should  be  ADJUSTED  to  fit  the  individual. 
SEMCO  ALL  STEEL— School  and  Office 
Equipment  saves  you  money  while  it  offers  correct 
typewriter  height  from  26  to  29Vt  inches. 


ALL 

STEEL 
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Drop-Leaf  Stand 

ADJUSTS  AS  tASY  AS  DIAUNG  YOUR  TlltPHONtl 


Just  a  simple  turn  of  the  REMOVABLE  crank 
assures  proper,  positive— locking  typewriter 
bed  height.  The  choir  alone  cannot  assure 
typing  ease  and  improve  typing  techniquel 
BE  MODERN  ...  USE  SEMCO'S  ADJUSTABLE 
TABLES  and  STANDS  I 
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SEMCO  SALES 


su-sse 

I  TKaary  ifcaai  (Otaffl; 
ttmImuS  wNk  Nn« 

S4  Slai^Wiae  laaaaaa 
S  eihoai  caaa  •  f  raiara» 

3  Ma ah ra 4S  t.pm. 

4  Sliarthaa4  laWan 

5 

$•  SO  aaf,  phn  3S« 


No.  101 
Typing  Table 
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FAST 

YES! 

THEY  ARE  SWiTCHIN6  TO  FASTI 
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RANSCRIPTION 


A  SCIENTIFIC 

HIGH  SPEED  SYSTEM  OF  WRniNG 

Send  toder  iBt  Mopf*  Irubri  Md 
coMwiMh  Iren  mm  el 
FORMER  fUMAIET  SMORIHANO 

FORKNES  RUBIKHMG  (OMPMY 

104  Merningside  Drive 
New  York  27,  New  Yerk 
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FOR  IMMEDIATE 
PLACEMENT 

T rained  operators 
for  the  thousands 
of  new  Burroughs 
machines  to  be  pur¬ 
chased  by  American 
business  this  year. 


Comprehennive  training  aids  with  all  machines! 


This  year,  American  business  will  invest  in 
thousands  of  new  Burroughs  machines,  all  of 
which  will  need  trained— but  not  necessarily 
experienced— operators.  Obviously  a  chance 
for  Burroughs-trained  girls  to  pick  and  choose 
from  many  good  )ob  offerings! 

iJiiMt  itM  hujtitMwww  find  HurrouKfiM  a  Hound  invent- 
ntent,  ho  will  your  hcIum)!.  'I'Iuw  machineH  conibinf* 
a  IukIi  de^HM-  of  nMH'lutnical  |M*rf(H'iion  with 
extn>nu*ly  low  upket-p.  Wluit'H  mon-,  inoHt  ntudentH 
actually  prvfvr  learninK  on  and  o|M.>ratini;  tluwK 
(•anily  manti'n^  machiiww. 

(let  tiu*  factM  alMuit  HurroUKlu*  huMineHH  machiraw, 
cournea  and  trainiiiK  aidn.  (!all  a  HurrougliM  branch 
offiiv  iwar  y«)U,  or  write  Hurnntuhs  ('orfx)ration, 
lU’tnut  32,  Michiftun. 


Ten  Key  addtns  machine —ea»y- 
to-leurn  touch  gyntemt 


Senitinuitir  actounlinff  machine 
— foMt,  simple  and  accurate! 


Bwrrowgh* 


Full  Keyboanl  addinn  machine 
—  with  coume  in  shortcut 
additum! 


Calculatom— quiet,  easy  operation 
promotes  skill  and  accuracy! 


“NMHMmattr''-  !<■(  TM'a. 


Professional 


Report 


A  College  Education  Comes  Too  Cheap 

.  .  .  said  Fortune  magazine  last  month  in  an  article  by 
Herbert  Solow.  Solow  wrote  that  private  institutions 
charge  each  student  about  $500  less  per  year  than  it 
needs  to  teach  him,  while  state  institutions  charge 
$800  less.  This  is  nuide  possible,  he  said,  by  the 
shamefully  low  teachers'  salaries  that  contribute  a 
savings  of  "more  than  double  the  grand  total  of  alumni 
gifts,  corporate  gifts,  and  endowment  income."  Half 
of  our  teachers  earn  less  than  $5,600  a  year,  he  said; 
their  buying  power  has  risen  12  per  cent  since  1940, 
compared  to  64  per  cent  for  industrial  labor. 

But  instruction  costs  will  double  by  1970,  accord¬ 
ing  to  Solow,  when  more  teachers  will  be  needed  at 
higher  salaries  for  twice  as  numy  students.  The  cost 
will  then  have  to  be  met  by  other  means,  and  chief 
among  them  will  be  higher  tuition  payments.  The 
burden  then  placed  on  the  students  will  have  to  be 
solved,  he  reported,  by  letting  students  borrow  money 
for  their  education  and  then  repay  it  in  installments, 
following  graduation  and  military  service.  The  plan 
has  worked  where  it  has  been  tried,  and  the  fact  that 
a  college  education  today  adds  an  average  of  $100,000 
to  a  graduate's  lifetime  earnings  should  cmke  it 
acceptable  as  a  worthwile  investment,  he  said. 

Chicago,  Pittsburgh  Offer  Shorthand  Course  on  TV 

.  .  .  for  the  first  time.  Both  courses  will  be  in  Gregg 
Shorthand  Simplified  and  will  run  for  over  four  months. 
The  Chicago  course  will  be  run  by  Chicago  City  Junior 
College  over  Channel  11,  the  city's  educational  TV 
station.  It  will  be  held  three  times  a  week  for  twenty 
weeks,  comprising  60  half-hour  lessons.  The  course 
is  one  of  nine  television  courses  being  offered  to  home 
students  in  the  Chicago  area.  Students  may  earn  credit. 

The  Pittsburgh  program  will  run  eighteen  weeks,  two 
evenings  a  week,  for  a  total  of  36  half-hour  lessons. 

The  course,  which  is  open  to  Pittsburgh  resi¬ 
dents,  will  cover  all  principles  of  Gregg  shorthand 
and  will  include  considerable  dictation  practice.  It  is 
being  offered  by  the  Adult  School  of  the  Air,  a  project 
of  the  Pittsburgh  Board  of  Education.  The  program  will 
appear  on  WQED,  the  city's  educational  TV  station. 

In  charge  of  the  Chicago  program  is  Clifford  G. 
Erickson,  assistant  dean  of  Chicago  City  Junior  College. 
The  instructor  will  be  Mrs.  Ruth  Piette.  The  head  of 
the  Pittsburgh  program  is  Henry  L.  Snyder,  director  of 
educational  television  for  the  city.  The  course  instruc¬ 
tor  will  be  Robert  L.  Grubbs. 


PtOPLi 


•  (Jiarl«‘s  K  Pt'tiljiMii,  UiiiviMsity 

<)l  *  ('oiitu'ctu  iit),  Iuik  ri'* 

tvivfil  thi‘  I'liivrrsity’s  1957  AwiU’*! 
for  DistiiiKiiislicil  ’rr.itiiiiiK.  lit-  is 
('huiniiaii  of  }(cii«‘ral  bosiiics.s  and  co¬ 
ordinator  of  Inisinrss  i-diication  at  tin* 

'Ifn*  award  was  pi«*s«'nti*«l  at 
tin*  annual  ( Jiaitcr  Day  dinner 

•  Mrs.  Mert.i  I.,  St.  (Jiades, 

Michigan,  lias  ictired  alter  tliiity- 
tliree  years  in  llie  teat  liin)(  piolession. 
She  taiiKlit  for  eiy'litetMi  years  at  the 
Kerris  Institute,  lh|(  Hapids,  Mu  hiy(.in. 
More  retfiitly  she  was  at  St  (  hades 
IliUh  School.  She  will  work  this  lall 
w  ith  the  paiapsyt  holoKV  |{ronp  .it 
Duke  Univeisity,  Dnrhain,  N'oith 
( l.irohn.i, 

•  Kllreda  M.  Ihislier  has  leieived 
her  l‘h.l).  decree  Iroin  Ohui  State 
University,  ( lolinniins.  Her  disseit.i- 
tion,  “,\  StiuK  ol  Women  in  Ollue 
Manauenient  I’ositions,  with  iniphta 


Ki.Kiiros  M.  Hi'shkii 
.  .  t/ie  nttplh  olinm  o/  mitiu  n 

turns  lor  Ihisiiiess  I'diu  .ition.'*  w.is 
written  under  the  dneition  of  (  h.iih's 
M  liitks 

l)«»<  tor  Itnsher  h.is  returned  to 
liowhiiK  (Ireen  <()hio>  St.ite  thiivei- 
sity  as  an  assistant  piolesvir  She 
was  .III  instriietor  then*  from  I9*>0  to 
19.55  She  IS  a  lornier  piesulent  oi 
lUio  I  h.ipter,  Delta  I'l  l'',psilon 

•  Henry  .N’elson  has  |oined  the  l.i- 
(  iilty  ol  Mt  Diahio  Hit^h  S(  hool,  (  on- 
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Don't  let  this  happen 
in  your  classes! 


TKACH  I 

TYPEWRITING  W  | 
IN  FULL  VIEW  ■ 

...  USE  A  1 

KARLOr^ 

TYPEWRITER  % 

DEMONSTRATION  STAND 

TIm  •!<«•  can't  taach  tya* 

wHtMg  Hta  rigkl  «ay  imUm  avary 
la  Hia  cUm  SfES  avary  damaaitratiaa 

Hara'a  wkara  tlia  KARLO  Staa^  fravai 
Its  aayartarity  far  aM^ara  "aadta  vwaal 
ty^arrilMi  Iraralat.  Ita  adiaclakla  baiffc' 
ISS*  ta  41*1  »mi  fraa-rolliag  caatvn 
aMta  it  caa  ka  arraaga^  aa  EVERYONI 
caa  aaa  wtriiaat  craaiag.  It 'a  atar4y  aaa 
ataaWv  aa  a  4atli  .  .  .  all  aMtal  baaa  .  . 
bar^waarf  tag  .  ,  .  takaa  aa  aiara  flaa' 
agaca  Ibaa  aiacbiaa  it  aaggorta.  Saad  aaai« 
imi  aMraai  ro^ay  far  faN  dataiia  ta  KARl 
MANUFACTURING  COMPANY.  34  laan 
Ava.,  S.W.,  Craa4  RagMa  2,  Mkbigaa 


KAtL  MANUtACTURING  COMPANV 
J2  laaU  A.V..  S  W. 

Graaa  gaa*R«  2,  MtcMgaa 

ivag  caaiaivtv  latanaatlaa  va  Karl*  Tyawrltar 
DMaaa.tratlaa  Sl*a4  a*  UMva,  aag  allMr  ai*a*l*. 
Thaah  v*«. 


('(N'd,  (^Mlifciriiia,  wlterr*  hr  will  In*  uit 
iiiatnicior  iii  typing,  Kriieral  hiiaiiM'SS, 
aiuJ  KiiKlidi.  Kerr  the  past  trii  yrars 
hr  haa  Ik'«'Ii  a  Weat  (a»aat  rrpri-srnta- 
tivr  (>f  thr  (•U'HH  PiihlixhiiiK  Division, 
Vf(<^raw>liill  BoriL  (aimpaiiy,  Ni*u' 
York  ('ity, 

a  Both  VVoolsrhlai(rr  has  |oiii<‘<i 
thr  iariilly  of  tlir  (IrpailiiM-iit  of 
hiisiiirss  <‘(hK'atioii  at  thr  IJiiivrrsity 
of  North  f^akota,  E>raii(i  Forks. 

a  IVait  H.  Malshar>,  of  thr  Uni- 
vrrsity  of  CaNiiM-iliriit,  Storrs,  has 
iM'r'ii  naiiMnl  acting  (‘(iitor  of  tlx 
Amrruan  Blorfrx^ys  EduiatUm  Qtuir~ 
lerly.  lie  will  servr*  for  one  year, 
while  lieriiiaii  (•.  Kiitrrliiir,  of  thr 
University  of  lixhuna,  HhxiininKton, 
serves  as  editor  of  tfx-  lU^H  Anu'rinnt 
Hunitu’MH  Eduratum  *  Yfirltnok.  Dr. 
Kntrriinr  has  Ix'rn  editor  of  thr 
(,)tuirtrrly  for  thirtren  years. 

a  John  New  Ciiven  rrtt'ivrd  his 
{|(Kior  of  ('duration  d(‘i{rrr  in  jiinr 
from  thr  University  of  (iaiifornia,  Ia>s 
Angeles.  Ifis  dissertation  was  I'ntitlrd, 
"The  Attitudes  and  Opinions  of  Sr- 
Irrtrd  Caiininiinity  (droops  Toward 
Junior  (aillrgr  l‘'diiration  in  Los 
Angeles." 

Dr.  Given  was  sn|M‘rvisor  of  hiisi- 
ness  ednration  of  la>s  Angeh's  city 
srIxKils  fioin  lU'Vi  to  IU4K,  during 
which  time  he  spent  thri**’  years  in 
military  sersiee.  He  served  as  siijM-r- 
visor  of  selxMil-eomiiiiinity  viH-ational 
relations  lor  Los  Angeles  city  selxxils 
from  IU4Hto  lU.'SO  Siiut*  IU5tl,  he  has 
Ix'en  director  of  the  la»s  Angeles 
Junior  Gollege  of  Business. 


GROUPS 

a  rhe  Southern  Business  Fdiieation 
.AssiK’iation  will  hold  its  annual  con¬ 
vention  from  NovemiM'r  2H  to  30  at 
The  Brown  Hotel,  famisville,  Ken¬ 
tucky.  Featured  speakers  include  key¬ 
noter  Gharles  B.  McFee,  Jr.,  Automo¬ 
tive  Trade  AsMK-iation  of  Virginia, 
Hichmond;  banquet  s|H‘aker  (ailoix'l 
j  Kay  Mertes,  of  the  (avil  Air  Patrol, 

I  United  Air  Lines,  Ghicago;  and  Kolx*rt 
i  P',.  Slaughtt'r,  (.regg  Publishing  Divi- 
'  sion,  .M(Graw-llill  Book  Company, 

I  New  York. 

The  convent  i<ni  theme  is  "The  Im- 
j  pact  of  the  Jet  and  Atomic  .Age  on 
'  Business  P'din.'ation.”  (Hie  complete 
schedule  of  events  will  ap|X‘ar  in  the 
i  Novemix'r  BKW. ) 

I«  PdVr.A  has  annoiinct'd  the  csim- 
mittee  cliairrmni  who  will  assist  its 
ext'cntive  Ixiiird  in  M'tting  up  the 
10.38  (tnivention  in  Boston,  .April  3  to 


ALL  METAL 

COPYHOLDER 

THAT  cm  BREAK 

oN^$t35  MkJi  K 


Copyholder 

Rwggad  it  tka  word  for  tba  oaty-ro-ot*  co^ 
prop.  It  can't  brooh  down  —  no  gedgott. 
Attwro*  correct  t)ght4*v*l  for  occuroto  typ¬ 
ing  of  all  copy  work.  Utod  in  bigb  tebooit, 
bvtinot*  coilogot,  by  typitti  i«  ovary  kind  of 
bvtinoac.  Socrotoriot  lovo  Ht 

Thro*  attroctivo  pottol  thodo*  ~  dotort 
Ion,  toa  foam  groan,  tiool  gray.  Avoiiabto 
ot  ttotionory  tiorot  or  tond  wt  $US,  wo 
pay  poatogo. 

BANKERS  BOX  COMPANY 

1M7  Norib  ISih  Avo.  *  rronUin  Park.  W. 


NOW  AVAILABLE 
IN  REPRINT  FORM! 

I  MOST-USED  SHORTHAND 
TERMS  FOR 
IS  DIFFERENT  FIELDS 

IWaaae  of  the  di'niaixl  for  iixliittry 
irrma  in  Crrgg  Slioriliand  Siniiilified 
piibli.lird  in  Today’%  Srrft-lafy,  ne  liave 
*r<  urrd  ■  limilrd  tu|t|ily  of  n  prinia. 
Facli  list  of  l•‘rnll*  list  iM-en  iiriiiird  on 
an  8'A  s  II  alteol  of  i|iiaiily  *lo<k. 

Price*  are  a*  follows:  | 

I  Single  copies  -  2.*)  rent,  each  | 

10  lo  SO  copies — 20  ceiila  each 
Over  .SO  copies  I. 3  ••••ni«  each 
Complete  tel  of  15— 12..'')0 

Ca.h  or  check  for  fall  amoonl  mast  ac¬ 
company  order. 

RaprinI  Daportmant 
Tadoy'i  Sacratary 

}}0  Watt  42  Siraal.  Na«  Varh  )6.  Na»  Verb 
Ptooia  tarvl  mo  ,  ■  ror)<ei  ot  ooch 

ot  ttio  coprintt  I  hovo  rborkod  balow,  for 
ohtfh  I  anclot*  poymaef  ot  S - ! - 


Aiooiic  CiMtfy 

■Unking 

laporliNR^ft 

|t«.IU  A  TV 

AfHe«itlMr»l 

ClifMirol 

CUcirlr*! 


Oil 

Mrtllral 
f  UeimnU 
ConnirtirtUa 

C*nirsr| 

InDurancR 


n  Coflb^Uu  Ml  of  IS 


BUSINESS  KDUG.ATION  WOKId) 


I 


Modern  . . .  dramatic  way  to 
STRENGTHEN  a  boss’  right  arm  I 


ftri. 


'iil 


—Gregg,  Fries,  Rowe,  ond  Travis 

Th.  »*cr«t«ry  Km  »h»n  call«e  tK«  "rtyKl  •rm"  K*f  bo**. 

It  I*  ihfowgK  Hi*  *o*r«t«ry'«  ntanefomonl  ol  e«t«il  fK«rt  tbo  bo«* 
i*  abU  lo  dovoto  Hi*  llmo  lo  tHo  bif  do<i*ioM  lK«t  (ofiltonl  Him. 
TH«  bo**  Rood*  o  *tron9  "rifM  mtm." 


Applied  Socrotoriol  AfmtiUt,  ftvrth  tdillmn  i*  tHo  book  tHol  fivo*  o  potontiol  *o<rot«ry 
iHo  confidonco  and  p«l$»  noodod  to  bocomo  iHo  roolly  ttronf  “rifHt  Ofm"  Hot  bo** 
nood*  .  .  .  from  hor  fir*t  day  on  tHo  |ob.  Corro<t  9or*onal  ottilwdo*  toward  butino** 
and  Hwman  rotation*  ...  a  mo*t  important  factor  in  ottaininf  *«cco*»  in  today'* 
com^loi  b«i*ino**  offico  .  .  .  aro  dovolo^od  ortd  o*tabli*Hod.  Yow  will  liko  tHo  now 
FowrtH  fdition'*  modorn  end  dramcrtic  a^oroocH  ,  .  .  from  it*  roali*tt<  (a*o  *tw«lio* 
and  9ra|oct*  to  it*  imafirmtivo,  ofton  Hwmorou*  drawirtf*. 


greggI 


$wMt*'fit>e  motoriol*  inciwdo  a  Workbook,  a  ToocHor't 
Monwof  ortd  IToy,  obioctivo  to*t*,  ortd  film*trl|H. 


Now  York  J6  *  330  Wo*t  43nd  ttroot 


OoflM  2  *  301  ll«  Stroot 


San  Froncitco  4  •  4t  ^Mt  Stroot 
lot  Toronto  4  *  333  Spodino  toad 


london  C.  C.  4  *  95  Yarrinydon  Stroot  Toronto  4  *  333  Spodino  lo« 
CHicooe  30  *  4433  CHcmo  A»on«ro,  lincolnweed 


fUtliSHING  OlViSiOM  •  McGRAW-MIlL  ROOK  COMfANY,  INC 
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5.  New  appointees  are:  prof(rani 
director,  Kinma  M.  Audetirk,  Nortli- 
eni  Valley  Hedional  l{i(di  Schcjol, 
l>?mare«t,  New  Jersey;  cochuirnrMMi  of 
exhibits,  llietxJore  N.  I^Monte,  New 
York  CJity  Public  Schools,  and  Arthur 
H.  Kiibin,  Patrick  Henry  junior  Hinh 
SchfM»l;  meinl>ership  chairman,  Kay- 
iiiond  K.  Brecker,  Boar<l  of  Kducation, 
Buffalo,  New  York;  )(eneral  chairman 
of  local  c<Hnmitte<‘s,  John  S.  l)(K)ley, 
of  Bri((ht*»i  ( MassachuM'tts)  High 
School;  and  public-relations  chainnan, 
Anne  M.  lioKan,  Putnam  (OMiiux^ii- 
cut)  IfiKli  Sch(K)l. 


12,357  SCHOOLS  ARE  NOW  USING 
THIS  PROVEN  HOTIVATIIIG  DEVKE! 


Uniqu0  —  fascinating  —  Stimulating 


Available  in  Thrae 
Different  Volumes  at 
Only  SO  Cents  Each 

Typing  icatbro  rvrirwhrre  havr  gone  ovrr- 
bMrd  in  chtrir  praim  o<  ihcar  little  booklrtt. 
which  contain  iineby-linc  inwructiont  for 
making  a  varief)  of  ilctignt  on  the  lyprwritcr. 
Among  the  three  volumet  will  be  found 
dcMgiM  (unable  for  (brwtmaa,  baatrr,  Hallow¬ 
een.  and  a  variety  of  other  defipis  your 
(tudentt  will  enfoy  working  out.  L'teu  in  many 
way(  to  enliven  typing  claMea,  (uth  at 

•  Noon-hour  and  rainy-day  typing 

•  Pre-holiday  typing 

•  (.fat*  profeett 

•  Bulletin-board  ditplay  material 
Volume  I  cooiaint  IH  garnet;  Volume  2  con- 
raini  M  garnet;  Volume  3  (ontaint  17  garnet. 
Worth  much  more  than  the  extremely  low 
price  of  30  lenit  for  each  volume. 


at  little  more  than  the 
_  price  of  some 
hand-operated 
^  Zm^  machines 


•  The  ('hicaicu  Area  BF-A  held  its 
aiiiiual  business  ctiuvention  in  C  JiicuKu 
tin  May  25.  New  officers  elected  are: 
president,  Marf(aret  Periicca,  Wau¬ 
kegan  (Illinois)  Townsbip  llisih 
School;  vice-president,  Lynn  Colmore, 
Bich  Township  liiKh  SehtNil,  Park 
Forest,  Illinois;  secretary,  Eileen 
Sehntti-,  ElmwtHKl  Park  (Illinois) 
IfiKh  SehtMil;  aial  treasurt-r,  Stanley 
HhiKles,  Palatine  (Illinois)  HikIi 
SehtNil. 

()iit){oinK  president  is  VVilmt-r 
Maetike. 


•  TIu-  Connecticut  Business  Edu¬ 
cators  AsstK-iation  held  its  annual 
eonvention  in  May  at  Teachers  fail- 
leRe  of  ( ainneetieiit.  New  Britain. 
Nt*w  offitt-rs  are:  prt-sident,  Dean  H, 
Mulsbary,  University  of  Connetiicut, 
Storrs;  vite-president,  ARiies  Fahey, 
Middletown  IliKh  SehtNil;  seeretary. 
Both  Bosworth,  University  t»f  Cain- 
neetient;  anti  treasurer,  Josephine 
(Jrililiins,  Amity  HeKitinal  IliKh 
SehtNil,  WiNNlbrifiife. 


TYPEWRITER-DESIGNED 
CHRISTMAS  CARDS 
IN  GLORIOUS  COLORSI 


CONQUEROR 

SPIRIT  DUPLICATOR 


l.Rutual!  Dcrtignrd  by  Juliut  Nclton.  Be-  dif- 
ferc-nr  thit  yt-ur  and  temd  your  frirndt  and 
rrlalivei  ihrtr  ivprwricer-dcrtigiHrd  cardt.  Irn 
carclt,  all  in  color,  with  marching  envciopt-t. 
(You  will  gert  two  of  crach  of  hw  dific-rcni 
dcrtignt. )  Boxed  in  a  patented,  hinged  tranv 
parent  plattic  box  that  may  E>e  uteJ  in  many 
wayt.  (  ardt  may  be  framed  whe-n  they  have 
(crved  their  original  purpote.  May  alto  be 
uted  for  bulletin-board  ditplay.  II  per  box. 


fvory  oWka  dupllcalinp  |ob  con  b«  dong 
much  mora  antily  on  fh«  nctw  AAodol  76 
Mark  II  Conquoror  outomolic  olocfrlc  du- 
plicalor.  If  dallvori  110  door,  critp  coplat 
por  mlnufo  in  I  to  5  colon  ,  ,  .  of  o  frac¬ 
tion  of  a  conf  por  copy.  Iti  conttonf  tpood 
prodwcot  boHor  and  moro  uniform  coplot; 
H  front  fho  oparofor  to  that  tho  coplot 
can  bo  obtorvodj  and  matt  important  ,  .  . 
tfioro't  no  affort  on  Iho  oporolor't  port, 
fo«  thh  now  Conquoror  runt  without  watch¬ 
ing,  and  ovon  furnt  off  owfomoticoffy.  Tha 
Modol  76  Mark  II  oflort  all  tfiia,  plut  naw 
•nginaoring  improvomonts  ...  01  O  prico 
that  can't  tio  motchodl 


o  Alphii  Alpha  chapter.  Delta  Pi 
Epsilun,  was  instalh-d  this  snnuner  at 
Uolurado  State  (aillexe,  (Ireeley.  At- 
ten(hll^  the  eeremonies  was  Th(‘u- 
dure  WtNKlwartl,  national  president 
of  the  stK'iety.  The  chapter’s  sponsor 
was  Kaiuoii  P.  Ifeimerl,  of  (atloratlo 
State,  iiatioual  seerrtary  of  the 
stKietv. 


BUSINESS  TEACHING  DEVICES 
4006  Corlitlo  Avo.,  Baltimore  16,  Md. 


o  Southeni  Illinois  University,  Uar- 
iNtiitlalt*,  has  annuunc(‘d  thret*  ap- 
INiiiitmeuts  in  its  sch(N>l  of  hiisiiif'ss. 
Harv(‘s  Baht*  has  Iteen  apiyointt-d  act- 
iiiK  ehuirmaii  of  the  department. 
laNyiiard  J.  West  has  joint'd  tht*  staff 
as  an  assiK'iate  profes.3or,  after  four 
years  as  a  rcM'areh  psyehoIoKist  at  tlie 
Air  ForiT'  personnel  and  training  re¬ 
search  (vnter;  he  will  help  to  develop 
a  graduate  program  at  the  scIkn)!. 
Paul  S.  laimax  has  joined  the  stuff  of 
the  nt'wly  ereatt'd  secTctarial-  and 


aiooM  tond  tho  follewinf 


riio  NIVIB  Corporv*!*"  *0  <7 
1144  S.  Ketfnor  Avo.,  Chicago  33,  III. 

□  Sand  additional  Mork  II  information. 
Nooto  tond  fREf  16  pg  bookUt  on  Hoyor 
Mark  II  Conqueror  duplicotert. 


Rkgt.  Chritfmot  Cordt  ti  $1.00 


.Typo  Myttery  Booklott  4(  $0.50 


$<hool 


BUSINESS  EDUC.WTION  WOKLD 


bii$iiii'sS'e<Iiic-ati<Mi  cU'partiiuMit;  he  will 
lx*  a  visiting  proft^ssor  for  the  1957-58 
sch<M)l  year. 

•  Miami- Jacol>s  Ca)llef(e,  Dayton, 
Ohio,  has  lieen  K>’ii»te(I  full  aecri'dita- 
tioii  as  a  junior  eolleKe  of  hiisiness  hy 
the  AccretlitinR  (loininission  for  Busi¬ 
ness  S<.'h(K)ls.  'File  sch(H)l  will  now 
offer  a  junior  colle^e  degree  of  asso¬ 
ciate  in  arts  to  students  who  success¬ 
fully  complete  two  year  courses  with 
majors  in  acc-ounting  or  in  the  execu¬ 
tive  secretary  field.  Tin-  current  presi¬ 
dent  is  (^.  I*.  Ilarlxittle,  the  school’s 
third  head  in  its  97-year  history. 

•  .Alpha  Delta  chapter,  D<‘lta  I'i 
Kpsilon,  was  instalU-d  in  August  at 
Km|>oria  (Kansas)  State  Teachers 
rollege.  It  is  the  first  chapter  to  In* 
organized  in  Kansas  and  the  twenty- 
eighth  in  the  siK-iety 

The  sponsor  of  the  new  chapter 
was  K.  O.  V1t<Jill,  head  of  the  de¬ 
partment  of  hiisiness  education  at  the 
school.  Bepresenting  Delta  Pi 
Kpsilon  at  the  ceremonies  w-as  the 
national  secretary,  fiaiiion  P. 

fieitiKTl. 

•  Till-  KuikI  for  the  Advancement 
of  Kdiication  has  given  $!5,(KH)  to 
New  York  University  for  a  study  of 


future  developments  in  its  teacher- 
education  program.  The  study  will  in¬ 
vestigate  pniposals  for  new  relation¬ 
ships  between  the  ScIhniI  of  Educa¬ 
tion  and  New  York  schiKil  systems, 
new  ways  to  enlist  and  use  teaching 
talents  more  effectively,  and  lioth  im¬ 
mediate  and  long-range  programs  at 
the  Sc'luMil. 

Co-operating  in  the  stinly  will  Ik* 
the  school  systems  of  laing  H«‘ach, 
Ossining,  aiul  Scarsdale,  New  York. 


OINIRAL 


•  The  total  numlK't  of  Certified 
Professional  Secretaries  in  the  United 
States  reach«*d  1,227  following  the 
seventh  annual  CPS  examination. 
'I'he  24-1  in*w  memlK*rs  passed  a 
twelve-hour,  two-<lay  exam  in  such 
subjects  as  |H*rsonal  adjustment,  hu¬ 
man  relations,  business  law,  business 
administration,  sc‘cretarial  accounting, 
secretarial  skills,  and  s<*cretarial  priKx*- 
tlures. 

The  next  CPS  examination  will  lie 
liehl  May  2  and  3,  1958.  'I'he  dead¬ 
line  for  applications  is  DecenilK'r  1, 
1957,  Secretari<‘s  over  twenty-five 
years  of  age,  iMith  men  and  woiik'Ii, 


iMith  memiK'rs  and  non-meinben  of 
N  S  \  are  eligible.  Inquiries  may  l>e 
made  at  N  S  .A  head(|uarters,  222 
West  II III  Street,  Kansas  ('ity  5, 
Missouri. 

•  'rwenty-thr»*e  high  scIxmiI  teach¬ 
ers  from  Omaha,  Nebraska,  attended 
a  week-long  executive-level  sc'ininar 
in  June  at  two  insiiranc'e  firms  in  their 
city.  The  aec*reditecl  course  was  cxmi- 
ductcHl  by  top  management  iM‘rsoniu*l 
of  Mutual  of  Omaha  and  United  of 
Omaha  and  providcnl  the  teachers 
with  a  c-omph'te  picture  of  the  o|M*ra- 
tiiHis  of  an  insuranct*  firm.  A  s|M*cial 
showing  of  the  IBM  70.5  electronic 
ilata  priK't'Ssing  machine  highlighteii 
the  seminar. 

•  TV  (•liic/e  has  estabiislu'd  a 
fellowship  for  the  educational  tele¬ 
vision  project  now  underway  in  tlw 
Wa.shington  F^oiinty,  Maryland,  scIkmiI 
system.  Harold  Metcalf  of  laiiisiville, 
Kc'iitiicky,  and  llarru't  (tiNMlis  of 
Philadel|ihia  will  study  programing 
research!  for  a  one-year  |>eri<Ml.  'Hiey 
will  study  meth<Mls  of  providing  more 
i‘xpandt*d  teacher  aids  and  methmls 
of  supplying  students  witli  printed 
programing  information  on  subjtH-ts 
taught  in  the  clos<‘d-c‘ircuil  instruc¬ 
tion  program. 


MOOil  640 


NEW... 

QUALITY  FOLDING  CHAIR  FEATURES 
NEVER  BEFORE  OFFERED  AT  THIS  PRICE 


from 


the  leader 


MAIL  COUPON  TODAYI 


S«nd  ma  fra*  intoratotion  on  Royol  Folding  Ctioiri. 


FAMOUS  quality 

Compotitivoly  priced  bocoui* 


it's  MASS-PRODUCED 


Non-lillnig  seal  liingr,  Iclcv oping  leg  riesign,  welded  luliii- 
lar  (IONS  inaers,  M-aiiilc'ks  IiiIh*  cuiisti iirlioii  ,  ,  ,  these,  pin* 
/{(ivn/'i  full  lU  yc-ar  giiaiaiiiec  against  defettisc  iiiaieiiaU 
and  woikiiianship,  gise  yon  .Aiiieiita'*  finest  saluc  in  folding 
(hails,  l-asily  ganged  for  niiiltipic  seating. 


ROYAL  METAL  MANUFACTURING  COMPANY 

On«  Pork  Avonue,  Now  York  16,  N.Y.,  Dept.  42- K 


Individwol 

Inrlitwfion 

StfOdF.  — 


City,  Zona,  Sioia 


(KTOBEH,  1957 
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iDutatum  trarv/tript  from  Tinlay’s  SktrHary.  See  also  jmf'e  45.) 

FLASH  READING* 

WATCH  YOUR  CARBONS 


Others  are  crazy  about  our  gorgeous 
new  Retihead  7U66  and  7066B  with  the 
soft  red  typewriter  eraser  and  red  brush. 


Whatever  your  preference.  EraserStik 
helps  you  turn  out  cleaner,  neater  work 
without  strtkeovers  and  ghosts  showing. 
Because  EraserStik  is  the  new,  the  nsod* 
ern,  the  hrtter  way  to  erase.  Why  work 
under  a  handicap?  Start  using  EraserStik. 

TEACHERS:  A  FREE  umple  available 
for  clau  demonstration.  Write  on  school 
stationery. 

A.W.FABER-Cil5rfU 

PENCIL  CO.,  INC.  •  NEWARK  3.  N.  J. 


AAARGARET  OTTLEY 

L'KINC;  MV  SKCKKTAKIAI.  CA- 
kf:f:k,  ont*  Ikms  was  away  most 
of  ('Hi  ll  siiinincr  and  I  si'iit  him  car- 
lams  of  alP  llu*  li'tlors  I  aiiswer(*(i  or 
fiaiKilrd  diiririt;  tliat  imtiikI.  f{(*  was 
ralhi-r  proud  of  th(*  iHtt'rs  I  wro'.r  and 
InuP  plaiiiKHi  to  list*  lh<*  carlams  as 
<'xampl«*s  of  how  a  really  t^iaal  .s»m.t«*- 
tary  eaii  take  over.  You  see,  he^  was 
in  char^l‘  of  a  writitif^  course  in  an¬ 
other  Mx-tion  of  the  (‘oiintry.  lie  found, 
though,  that  some  ehaiiRes  had  lM*en 
mailed  and  that  the  oarlam  ha<i  not 
Ix'en  pro|)erly  ehauRed. 

lie  was  furious  and  wrote  me  alamt 
my  had  habits.  Years  later,*^  I  learneil 
till*  reason  he  was  so  annoyed.  But  I 
recall  that  I  then  wrote  him  a  letter- 
half  humorous,  half**  s«-rioiis— telling 
him  that  I  did  distijss  the  problem 
with  me  and  had  promised  ymirs  trulv 
to  mend  my  ways.  That^  letter,  I  am 
I  happy  to  relate,  ^'*1  me  off  the  h(M>k 
and  proved  to  fa*  an  excellent  exam¬ 
ple  for  his  c'oiirw.* 

But  I  f{ot  the  |)oiiit.  I  wa.s  well 
aware  of  the  im|>ortaiK'e  of  ehaiiKinK 
earlains  so  that  they  were  readable. 
I*  realized  that  la'caiisi*  I  was  effieitmt 
:  and  rarely  if  ever  had  had  to  hand  in 
a  earlam,  I  was'®  la'cnmin^  extremely 
lax.  Not  long  after  that  it  was  nee<‘s- 
sary  for  me  to  copy  from  a  carlam, 
and  !•'  found  it  a  <-hore  because  of 
that  bad  habit. 

If  you  work  in  a  law  ofik'e,  you  will 
fiml  that  no  erasures  an*'*  permitted 
on  many  le^al  (hKurnents.  On  other 
documc'iits  it  is  necessary  to  initial 
tin*'*  changes  to  show  they  were  made 
'  on  the  original  tyninK-  In  that  way,  a 
'  clif'iit  is  (piardcnl  from  latf‘r  chang«*s'^ 

1  in  the  record. 

Another  caution.  Often,  on  my  in¬ 
itial  job,  many  carbons  were  ueerled 
I  so  that'*  several  people  coeild  be  k«*nt 
advis<*d  almut  a  matter.  For  the  life 
1  of  me,  I  could  not  n*call  that  I  ever'* 
was  told  who  was  to  get  the  original. 
Kealizing  that  the  original  was  easier 
.  to  re.'id,  I't  s<*nt  It  to  the  man  I  liked 
m<»st.  As  you  might  guess,  he  was 
I  young  and  the  most  handsome  on  the 
list.  On  the  next  occasion'*  I  decided, 
since  it  was  a  long— several  pages— 


memo,  that  1  would  give  each  man 
one  page  of  original'*  and  the  othei 
pages  of  carlKins.  I  thought  that  was 
iM-iiig  very  fair.  But  my  Ixiss  called 
me  aside  ami-’"  told  me  how  that  job 
should  lx*  done.  The  pr  ison  to  whom 
the  memo  is  addressed  or  the  name 
at  the  top  (»f  the  list,*'  if  the  memo  is 
l)eing  addre.ssed  to  a  group,  gets  the 
original.  The  next  person  gets  tlw*  t«»p 
c-arlxHi;  the**  following,  the  s<‘Cond. 
(444) 

’I’ocahulary  htmUd  to  Cha*'tfrt  Ont  thrnuoh 
Font  of  Grrgo  .^horlhond  St">t>lified. 

OGA  MEMBERSHIP  TEST 

Th«  Right  Way 

To  Ix-come  educ-ated,  you  must  do 
your  own  thinking.  To  l>ecome  skill- 
fid,  you  must  do  your  own  practice 
work.  Your'  lessons  may  Ik*  jMTfec-tly 
planned  and  presented,  but  you  will 
Im*  obliged  to  do  the  studying. 

Your  character*  is  of  your  own 
making,  Iim),  and  can  Im*  hurt  by  no 
one  but  yourself.  You  build  up  to 
your  ideals,  or  you  dig*  into  your 
own  groove.  Which  will  it  Im*?  It  Ls 
not  difficult  to  improve  |K'rsonal  giMxl 
fortune  if  oiu*  gm-s  alrout*  it  sincerely. 

As  pilot  of  your  ship,  you  must 
give  attention  to  solving  the  problems 
of  the  course*.  You  must'’  create  con- 
Bdence.  You  must  form  your  own 
ideas.  You  must  make  your  own 
decisions.  (115) 

JUNIOR  OGA  TEST 

Out  of  tho  Suggestion  Box 

An  employer  callcil  his  men  to- 
gi*ther  to  place*  lM*fore  them  a  plan 
for  lM*tte*r  working  conditions. 

"Whenever'  I  enter  the  shop,”  he 
said,  “I  want  to  se*e  every  man  che*e*T- 
fully  iM*rforin’ng  his  task.  I  there*fore 
invite*  you  to  place*  in  this  Im>x  any 
sugge-stions  as  to  how  that  can  Im* 
brought  alMMit.” 

.A  fe?w  days  late*r  he*  ope*ne*d'  the* 
Im)x  and  found  a  slip  of  pa|M*r  c<mi- 
taining  this  information:  "'Eake  the* 
rublM*r  lM*e*ls  off  your  shrM*s.”  (78) 
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BUSINESS  EIH’CATION  WORLD 


SAM 

SCRIBBLE 


GUS 

gooowrite 


V 

jv\do>Hi.  I  gui(joo<i>^ 


camera 


PE('.('.Y  L.  CATLhVrT  receives  Kanstis  C'ity, 
Kuhjmis,  “Hiisitiess  Sliulent  of  the  Year”  nuard 
fnnu  (Woody)  liallew  of  the  SOMA 
l-.tf  toot  ion  Committee.  The  Wyniufotte  llinh 
Softool  senitn  ret  rived  the  local  SOMA 
chapter  anard  at  a  dinner  meeting  in  May 


MJIXASDEH  S.  MASSEIJ.  (rinht).  princi/Ml- 
emeritus  of  Cetitral  Commerrud  Iliuh 
School,  Sew  Ytnk  City,  receives  school's 
“Antiual  Award  for  Distinftnished  Service  to 
linsiru’ss  Edneation”  from  William  Jansen, 
supt'rintendent  of  scfimds.  Massed  i.v  now  an 
offu  er  of  the  Academy  of  Puhl'c  Educatitm 
(Old  the  Advisory  Council  ttn  liusiness  Edneation. 

lie  is  a  pasi  president  of  EliTA. 


ItICCESr  HASDWHIIISC  EHOOHAM  m  onr 
natitm's  hifili  schools  was  instituted 
hy  Wesley  E.  Scott  (settmd  from  liuhtt, 
d, rector  of  commercial  and  distrihnth  e 
edneation,  Thilatlelphia,  Pennsy'ttinia  Here 
he  talks  with  lA’on  Union  (left)  and 
Matthew  Jasner  (riuht),  two  hamlnntinn 
experts,  ami  (Iretiory  Htmlean  (secom! 
frtrm  left)  of  the  Sheaffer  Pen  Ctimpany 


illE.  PI  DMECA  PI  Satnnud  (hntmil  met 
recerrtly  at  low'a  State  Tear  hers  Collene, 
Cedar  Erdls  Left  to  ri(^ht  are: 
\trrman  Krdlans,  Wilverria  llmlel.  President 
.\ttdrey  V .  Dempsey,  Jatttes  T.  lilanfttrti.  Half 
I  homas,  llnida  \’ ruder,  and  J  ( dir  er  Wdliams. 


L 

L*tt*rft  Spoc«d  in  Proportion 

A  iK'w  «‘U*c-tru-  ly|M'writ<*r  that 
IrttiT  of  thf  al|)iialH‘t  a<;- 
to  iti  width,  rHaiiiit  tli«*  (iim*!* 
.iliiiK  iMM*  ol  <-oiiv(‘rilioii.il  riiadiiiK'H. 
Tli«‘  ih'ittiiiKtoii  Stulrkrti,ui  cdtilroU  it% 
<.iMiaV(<'  iiKivcrrif'iit  mi  that  for  a  iiar- 
Hiw  Ictti'T  Itk  advaiur  ik  kfiort«‘iM‘<l  hy 
oiH*  io(  ii-iiK'iit  of  kpari',  «•v»•n  iiarrowi*r 
h-ttiTk  shortrii  tin*  advaoci*  liy  two 
and  thri'f*  iiuTf'irK'iilk.  'I'hok,  tlu*  iHti'r 


"ii”  takrs  lip  Ii'M  spacf  tfi.iii  the  "m” 
.Old  till’  "i"  leik  Mpace  than  either.  'Hie 
inai  hine  also  has  an  "extend”  key  that 
lets  the  (airia^e  advance  more  than  a 
lull  space  iM’tween  each  letter. 

'I'lie  space  har  is  divided  into  two 
units,  a  two  increineni  har  and  a  three 
nil  lenient  har.  When  an  even  rinht- 
h.ind  111.11(4111  is  iei|iiired,  the  typist 
ni.iv  use  the  space  hars  to  justify  the 
lines  Other  feiitiires  ineliide  aiitoinatie 
ie|ie,itin(4.  two  extr.i  keys,  a  slo|ied 
keslxiaid,  and  a  longer  willing  line 
than  any  other  eleetiii  llie  niaehine 
is  .ivail.dile  in  seven  isilots.  Write  to 
Meniin(4ton  Hand,  .S|M‘rrv  Hand  (air* 
|Miiation,  .'fl.5  I'oiirth  Ave.,  New  York 
IH,  N.  V. 

Sido'Soddlo  Stapling 

A  new  stapler  that  fits  into  \ooi 
inK'ket  will  saridli'  stitch  laioklets  froiii 
(he  side  and  do  other  diHieiilt  loiiK* 
le.ieli  work  It  will  work  as  a  re((iilar 
stapler,  a  plier-tyiM-  stapler,  or  a 
t.iiker.  It  holds  Ki.'S  staples  ol  all 
standard  ty|X‘S. 

I‘'inished  in  red  and  hlack,  (he  .Side 
Saddle  .Stapler  rt'tails  at  $6. .SO.  Foi 
additional  information,  write  to  Sta* 
ph'i  Departiiii'iit,  l>;insdale  PriKhitls 
( 'orporation.  Box  !ViH  Lansilale,  Pa 

Lightwoighf  Phonograph 

'I'he  SiliiMil  Master  Heisird  Player, 
the  first  in  a  new  sroies,  has  In***!! 
annoniKSHh  hy  (he  S<M‘i<*ty  for  Visual 
Kducution,  Inc.,  a  sulrsidiary  isrrpora* 
tion  of  OaHex,  Inc.,  I.‘i4.'5  West 
Diversey  Parkway,  (.'liicaKo  II,  III. 


TIm*  new  phono((raph  wei^^lis  only  12 
ixiunds.  It  has  a  ceramic  turnover 
cartridK<*  with  two  sapphire  rH*edIi*s 
and  tw'o  4'inch  spi'akers,  and  it  plays 
all  four  spe«*ds  and  all  rettrrd  si/es. 

The  machine  lists  at  S.SO.O.?,  plus 
$2.14  Federal  Kxci.sr?  Tax. 

Now  Inoxponaivo  Chalkboard 

A  new  chalklxiard  within  the  prici* 
raiiKe  of  csim|x»sition  Ixiards  has  liveti 
produced  hy  the  Fornrica  ('orporation, 
a  siihsidiary  of  American  (^yanuniid, 
4020  Sprin(4  (irove  Ave.,  (ancinnuti 
.32,  ().  'I'wo  (grades  will  lx*  available, 
one  with  standard  Formica  (dialk* 
Ixiard  siirfacitiK  and  a  st'i'ond  with  the 
same  surface  hut  with  a  thin  sheet 
of  Iaminat(>d  stix'l  so  that  ma(4neti/a‘d 
postiiiK  devites  can  also  lx*  iisi'd. 

The  new  chalklxiard  may  Ix'  in* 
stalled  over  worn-out  chalklxrards.  It 
is  desi(4ned  to  last  a  minininm  of 
twi'iity  years,  rixpiirinK  only  «xca- 
sional  wa.shin(4. 

Two-Lino  Multiplication 

A  new  ( iomptoKraph  10-key  adding 
machine  prints  Ixith  multiplication 
factors  and  the  i-orreil  answer,  in  two 
lines.  Unlike  standard  machines, 
which  print  a  loiiK  list  ol  mimix-rs— 
one  for  each  cycle  of  the  machine— 
durin(4  moltiplication,  the  (^ompto- 
({raph  220M  prints  tlx*  mnitiplicanti 
on  one  line  and  the  miiltipli«‘r  and  the 
answ'«*r  on  the  next.  This  allows  in¬ 
stant  and  accurate  checkin^;. 

The  machine’s  sjX'ed  has  lx*en 
increasi-d  from  202  cycles  |X‘r  minute 


to  220.  Other  features  arc  two-color 
print in^ -dehits  in  hlack,  credits  in 
red— and  a  \’isi-Balance  window  that 
shows  the  riinniriK  dehit  or  CTcdit 
halanct*.  Ailditioiial  information  is 
available  from  (lomptometer  Qirpor- 
ation,  17.3.$  North  Paulina  St.,  Chi- 
cni^o  22,  III. 
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Allifxl  Piiolishers,  Inc.  47 

Bankers  Box  Cxrnipany  .50 

Bninswick-Balke-Collender  Cx>.  14-1.$ 

BiirrixJKlis  Orrpixation  48 

Biisiix'ss  TeachiiiK  Aids  .$2 

(dear-V'iew  Company  8 

Omiptixrx-ter  (airp.  3 

Dick,  A.  B.,  Ca».  4-$ 

Dictaplxxie  Cairporation  Cover  3 

Dictation  Disc  (^a»  1 

Ditto,  IrKsirporateil  0 

Eraser  (axiiirany  17 

F'sti*rhnK)k  IVn  Co.  1.3 

Falx-r-Castell,  A.  W.,  Pencil  («o.  .54 

Krulen  Calciilatinx  Machitx*  Ca>., 

Inc.  18 

Forkix-r  PiiNishiiiK  (aiiiipany  47 

Carrett  Tiilailar  Prodiii-ts,  Inc,  8 

CreKK  PuhlisliinK  Division  .51 

lland-Cu-nic  .S|x*ciaity  Co.  8 

Meyer  (a>rix»rntion  .52 

II(MiM-lx)ld  Finanie  Corp.  7 

Karl  Maniifai  tiiriiiK  (ai.  .50 

Merriatn,  C.  6t  Co.  fi 

Nati/xial  (^ash  Hi-yi-  'er  Clover  4 

KemiiiKton  Hand  10- 1 1 

Hh.sles,  M  II.,  Inc.  17 

Koyal  Metal  MaiiidactiiriiiK  Co.  .53 

Hoyal  TyjX’writer  (a».  ('over  2 

SeiiH'o  .Sales  47 

.Sinith-Oirona,  Inc.  10 

StenoKrupliic  Nlacliines,  Int  .  12 


inexpansive  Tape  Recorder 

A  li(4htwei(4ht  tajK*  recorder  that 
has  two-s|xx'd  piish-hutton  control  has 
lx*en  intnxliiird  hy  Telectrosonic  (Cor¬ 
poration,  .3.5-16  37  Strei't,  Ia)n«  Is- 
laixl  (aty.  New  York.  Priced  at  $79.9.5, 
the  inixlel  I960  recorder  weij^hs  less 
than  1.5  ixiiinds  anil  measures  7^  hy 
II  hy  11%  inchi's.  It  reisirds  at  .3% 
and  7%  inches  piT  si*<sHid. 

The  machine  has  a  six-ini  h  spi'aker, 
ili'layed  ai'tion  inlerliK’k  control  to  pre¬ 
vent  accidental  erasing,  and  dual-track 
reisirdiiiK.  It  is  easy  to  o|M‘rate— one 
isintrol  lor  "reiurd”  and  “play.”  The 
“on-off”  kiioh  controls  the  volume 
and  si'ts  the  proper  recorditiK  level. 

New  Products  at  a  Glance 

•  “H-Kive-Filc,”  Ii(4htwei(4ht  rec¬ 
ord-storage  isxitainer.  For  lx»th  letter- 
and  le((al-si/a‘  retsirds.  .Ship|M'd  Hat 
in  si'ts  of  2  and  24.  Interlcx-kinK  flaps 
fonii  si'i’iire  cartoiii  si'parate  lid. 
.Made  hy  Bankers  Box  Company,  2607 
North  2.5  ,\ve.,  Franklin  Park,  III. 

•  Fraser  shields:  transparent  plas¬ 
tic  or  durahle  stix'l.  Made  hy  'I'lie 
(N'Thni  Holer  Company,  827  Wind¬ 
sor  St.,  Hartford,  (axin. 

•  The  Haylen  “Nesting”  chair, 
made  hy  Haylen  Manufacturing^  (xjm- 
pany,  221  Broadway,  Denver,  Colo¬ 
rado.  May  lx*  stacked  or  “nested”  2-5 
chairs  hif(h  ou  a  dolly,  yet  will  clear 
standard  tluucway.  Two  styles,  with 
or  without  armrests.  Store  200  chairs 
in  .5(X)  cubic  feet.  Blonile,  elxiny, 
mahogany,  walnut. 
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BUSINESS  EDUCATION  WORLD 


MISS  SMITIIFIILD 


Secretaries  become  more  important— 

with  the  Dictaphone  Time-Master  and  the  Dictahelt  record, 


A  SKCKKTAKY  s:ives  valuable  hours  when  her  Ixiss  uses  a 
Dictaphone  'I'lMK-MAS'l  KK  Result:  s/rc  nets  to  help  htm  more  m 
the  mare  important  jobs. 

When  he’s  ready  to  dictate,  he  simply  lifts  the  mike  arul 
talks.  She  «*x*s  on  with  her  tyiiin^,  decision-making,  or  coffee- 
breakinK-  There  i  no  more  shorthand  to  chain  her  down. 

How  about  transcribing?  A  cinch.  mt  TAHKI.T  records  are 
clear  to  hear,  and  always  visible  to  the  transcriber  -  she  can't 
lost-  her  place.  What’s  more,  they’re  filable,  [x-rmanent  (v> 
imix»rtant  dictation  can’t  lx.-  erasetl  by  mistake),  and  simple. 
No  fussinK,  no  fiddhriK.  no  reel-winding. 

You  c)UKht  to  see  a  demonstration  on  your  desk.  Call  your 
kx'al  I)icta|)hone  oflices.  or  write:  I  )icta[)hone.  Dept.  HW,  lliO 
Ix-xinKton  Avenue,  New  York  17,  New  York, 


Tk0  huttih^lt  ffiettii  mtitu  ituum  u  kv  tht  thfhtftkmti 
Tim#  flit  utl  iHkft  iiutuUtti  99HH  kiftwi. 


DICTARHONE 


COfl^OIIATiON 


^  CoFMSda.  DR’tophoA*  CoFporot'OA,  IH  .  »4  Av*  f Q«f.  Toronto  . . .  tA  C^glo«^d.  ,  1 7  I) 

Sffutf'vrd  lo«t4o^  //  I.  CAciophOf'#.  T*m«  D«' 0'«  of  UooiAijfim  Corpcrot 


She  saves  hdlf  the  time 

■ 

— ...boss  saves  all  the  cost! 


De  luxe  adding  machine 


/ 

(3 

IK! 

fll  ' 

Live  Keyboard*  vy^ith  Iceytouch  adjustable  to  each  operator! 


Saves  up  to  r^/c  hand  motion — and 
eflort!  Never  before  have  sf>  many  time- 
and-efTort-savinn  features  h<*en  placed 
on  an  additig  machine. 

Kvery  key  <([M*rates  the  motor — s«» 
you  can  now  forjict  the  motor  har.  No 
more  hack-and-forth  haml  motion  from 
keys  to  motor  har. 

Keys  are  instantly  adjustable  to  each 
operator’s  touch!  N<»  wonder  operators 
are  so  enthusiastic  ahout  it.  They  do 
their  w(»rk  faster  with  up  to  oO'  I  less 
elfort.  I’he  new  Naticmal  not  only  has 


newr  operating  advantages,  hut  also  has 
new  rpiietness  and  new  heauty! 

'Tave”  Keyboard  with  Adjustable 
K«*y touch  plus  K  <»ther  time-sa\ing 
features  combined  only  on  the  National 
Adding  Machine:  Aut»»matie  (dear 
Signal  . .  .  Subtrai  tions  in  red  . .  .  Auto¬ 
matic  Oedit  halam  e  in  retl  .  .  .  Auto¬ 
matic  spaee-up  of  tape  when  total 
print*- .  .  .  Lirge  Answer  l)iaU  .  .  .  Kaisy- 
touch  Key  Action  .  .  .  Kull-\isible  Key¬ 
board  with  Automatic  (Ciphers... 
Hugged-Duty  (lonstruction. 


THE  NATIONAL  CASH  REGISTER  COMPANY,  DAYTOM  9,  OmiO 

9S9  OFFICES  IN  94  COUNTRIES 


A  National  **0a  luaa**  AdAIng  RRa- 
china  tor  (Nrll  uilti  llir  liriir- 
aii<l  i-llitrt  il  ('onliiiur^  .av- 

III)!'*  a.  yearly  |ir<tlil  Oiir  tiour  a 
(lay  <>a\eil  hiiIi  tlio  National  Mill, 
III  llie  atera)<e  oflire,  repay  lOO'i 
a  year  on  llie  in\e-.|nienl  Isee  a 
ilenioiioiralion  on  your  own  Mork. 
(.all  nearr»l  National  liranrii  ofliie 
or  ilealer  S*-!-  ptiolie 
liook  >elloM  |ia|!e<> 


*Tn«oa  Mannnaa  u.  a.  pat  ore. 

e/kaXUnuU 

AMINC  mUMIMtS  .  (ASH  tfSIlTftf 
ACCOAwmt  mMMmis 
net  Wit  (Ho  Carron  trowRfo) 
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